
. STATE Otr CALIFORNA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

TF,I A
uommand:

Yuba-Sutter
Divlsiéri: VElley
Valley

Chapter: 3

lnspected by:

Hofflander, Brad, #1 4337
Date: .l I

eh loq

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECÏION

! Division Level ffi Command Level

E Executive Office Level

u
!
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

nYes nruo

Fon¡vard to:

Due Date:

lnspector's Comments Regarding lnnovative Practices:
None.

Command S estions for Statewide I

None.

lns or's Fi
Chapter 3, Command Procurement - Cal Card Program
Item #15 -Auto Technician l, has not participated in the Procurement Training.

Item 1 - Auto Technician l, has not participated in the Procurement Training.
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STA'TE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Yuba-Sutter
Division: Valley Chapter: 3

lnspected by:

Hofflander, Brad, #1 4337
Date:

None.

Corrective Action Plan/Timeline

Auto Technician will be scheduled for the next procurement rraining.
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Yuba-Sutter
Division:Valley Chapterl 3

lnspected by:

Hofflander, Brad, #1 4337
Date:&To7

Appeal ReviewiDecision: (This shatt be the onty tevet of

None.

Date:

3- 7'e)
Responding Commanddr'é Signature (fo/ appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Yuba-Sutter
Division: Valley Number: 201

Evaluated by:

Hofflander, Brad #14337
Assisted by: Date:

INSTRUCTIONS: Answer iirdividual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall, be commented on via the "Remarks" section' Additionally, such

discrepancieõ andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up

n, the "Follow-u ion" box shall be marked and onlv deficient items need to be re-i ted.

TYPE OF INSPECTION

! Division Level ffi Command Level

! Executive Office Level ! Voluntary Self-lnspection

lnspectorþ Signature:

Follow-up Required:
[-.1 Yes F( ruo

l_l Follow-up lnspection ""^ru'"ËH>

For applicable policy, refer to: HPM 11.2, Chapter 3
(.-/ v v

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emplovee. form?

E Yes nxo n ru¡n Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

n ves K t'to trvn Remarks: FMS

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

Ef ves nruo n ruln Remarks: ORIGINAL TO FMS

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

I ves E lr¡o fl N/A Remarks: FMS

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

D Yes EI ruo nvn Remarks: FMS

6 When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

E Yes INo nvn Remarks:

7 Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! ves ENo E ru¡n Remarks:

B. Does the CHP 317 Cal Card Log fully describe the
purchase? E Yes Iruo n ruln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? K Yes nNo Ivn Remarks:

CHP 680D (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? ffi ves nuo nvn Remarks:

11. Are credit invoices/receipts for returned
rnaintained with the bank statement?

items
ffi Yes nxo n ¡¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

Elves ENo !vn Remarks:

13. Are Cal Cards maintained in a secure area?
lX Yes I-l trlo l-l Ntn Remarks:

14. Are Cal Card purchases pre-approved by the
cornmander? fl ves n ¡lo nvn Remarks: EFFECTIVE MARCH 2009

'15. Have all cardholders received training on the
Department's procurement processes? ! ves ENo n ru¡n Remarks: Auto Tech I will be

scheduled for Procurement Training.

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes El No nvn Remarks:

CHP 680D (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

Page 1of 4

Command:

Yuba-Sutter
Divisionl Valley Num¡er: 201

Evaluated by:

Hofflander, Brad, #1 4337
ualel

3/u/.,e
Assisted by: Date: /

:::
ll in the blanks as indicated. Any discrepancies with policy,
mmented on via the "Remarks" section. Additionally, sucñ
ocument and addressed to the next level of command.

TYPE OF INSPECTION

! Division Level ffi Command Level

! Executive Office Level ! Voluntary Self_lnspection

Lead lnspector's Signature:

ruilow-up Kequtred:
J yes lXl ruo

LJ t-oilow-up lnspection uommafHerÞ S¡gryature:

f- ky *?-
For applicable policy, refer to: HpM 1 1.1, Chapler 22 \¿ ( V

1. ls a CHp 78 Contract nequeffi
service contracts which are repetitive, regardless of
the estimated dollar value?

! ves !ruo E ruln Remarrs:Approval via
Facilities Section.

1. rù ø r/rrr / o L/uilrrac( KeqUeSt USed ÍOf One_time
services exceedin g $4,ggg. gg? ! Yes []ruo [,run Remarkst Facilities

Section.

! ves nruo E N/A Remarks: Facilities Section.

rù r rE pEr rur r r rdr rue ut conlfacl sgrvlces monltored
and documented? fi ves !ruo l!run Remarks:

^r 
E dr uuprcs ut çorresponoence wttn the vendor

maintained? E Yes ! ¡lo tr rv¡n Remarkst lnvoices and
Statements .

rs oocumenteo and mainiained
which outline any problems related to substandard or
non-performance of the vendor?

E Yes trruo ñ rutn Remarks. Facilities Section.

rù Lr rE ilildr pt uuuut LU oe qellvefeo oescnbed
specifically and in as much detail as possible in the
CHP 78?

fi ves Iruo I ru¡n Remarks:

u. lrru dr reLlrrreu levets oT approval/stgnature obtained
including the required documentation and approvals
for expedite and emergency contracts per HpM 1 1 ..1 ,

Chapter 22, before forwarding the CHp 78 or CHp
78A?

CHP6S0FfRevOq-08tôPIn1o 
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ffi ves I ¡lo I ¡lln Remarks:



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements

Contracts

9. Are requests for contract serM
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! ves n ¡¡o ffirun Remarks: Facilities Section.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? fl ves !ruo n rute Remarks:

11. Are contract services perror@
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

f, ves n ¡¡o nrun Remarks:

12. Are invoices for payment revie@
substantiate expenditures for work performed and to
prevent penalties being assessed?

ffi ves nruo n ruln Remarks:

13. Are contract expenditures moffi
are sufficient funds to pay for all services rendered
as required by contract?

ff ves !ruo lXru¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

ffives I nruo ! ruin Remarks:

15. ls thefinal invoice identified anOãpproGO, as
appropriate and fon¡¡arded to Fiscal Management
Section for payment? fl ves nruo E ru¡n Remarks:

16. Are all applicable form sections of tfre Cftp ZA
compleied?

and imminent danger, requiring immediate action to
mitígate the loss or impairment of life, health,
property, or essential public services?

fr v". nruo [] ru¡n Remarks:

fi ves n ¡lo fl NiA Remarks:

o 
^\f 

c iill ef f tptoyees assoctated wtth the management
of a contract completing the CHp 7gS, Conflict of
lnterest Statement, Employee, form?

ffi ves !ruo X ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

ñ Yes n ¡lo tl N/A Remarks:

¿u 
^re 

coniracr amendment request dollar amounts
increased more than 30%? I Yes I trlo Þ( ru¡n Remarks:

CHP 680F (Rev 09-08) Opt 010



. STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21. ls the length of the contract amendment request
more than one year? ! Yes nruo Ivn Remarks:

22. Are amendments requested before the expiration of
the original contract? ! ves nruo [J va Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

n Yes n ¡lo Elrure Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

! Yes ! ¡lo Mvn Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(21 Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

E Yes n ¡lo T ru¡n Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor andior specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(71 Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
('1 1) LaundryiLinen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, notscales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

fi ves [ ¡¡o n N/A Remarks:

cHP 680F (Rev 09-08) OPt 010



Page 4 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27 . Are all driver license and fingerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I ves nruo n ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

ffi Yes n ¡lo n ruln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

I Yes ENo n ru¡n Remarksl Per Retention
Schedule.

30. ls a log sheet maintaíned for a diary of activities
related to the contract? S ves XNo n N¡n Remarks:

31. ls a computer file prepared for all contracts
adrninistered? ! ves f] t¡o ffi nln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes nruo ffi Ntn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? Elves I ¡lo X ru¡n Remarks: Facilities Level.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

ffi ves n ¡lo nvn Remarks: Facilities Level.

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for peformance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! ves !No Kvn Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

n Yes ENo EIN/A Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1 , Ch. 4, Section 4.09) fi ves E l.lo ! N/A Remarks:

38 Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. I

Ch. 7, Section 7 05)

I Yes Iruo E ruln Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4. Section 4.09)
I Yes Fruo nvn Remarks:

CHP 680F (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command:

Yuba-Sutter
Division:

VaIley
Number:

201
Evaluated by:

trnf f l -nÀar ÞrrÄ 1L?",'7

Date:

Assisted by: Date:

3l qlr"q

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level [tCommand Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
IYes Eruo ! Foltow-up lnspection

*w"'Rw uate:

s /r/nt

For applicable policy, refer to: HPM 1 1.2, Chapler 7
(,, v t/

1. Are participants in the procurement process at the
command level familiar with the related policies and
proced ures for purchasing?

! ves K ¡lo n ru¡n Remarks: Auto Tech I has not had
Procurement Training.

2. Have Approvers/reviewers of purchases received
procurement training? ffi Yes tr ¡¡o [] N¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! Yes Eruo !vn Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

ffi ves Iruo [] ru¡n Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? ffi ves Eruo E ruln Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes trNo nvn Remarks:

7 . Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

Elvet Iruo E ru¡n Remarks:

CHP 6B0C (Rev 09-08) OPI Ol0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? [[ Yes nruo Iva Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? ! Yes nruo Svn Remarks:

10. Does the CHP 31 5, Price Comparison Worksheet,
document at least two price quotations? fl Yes nruo ñ Nin Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
3555?

! Yes nruo M ruin Remarks: Fiscal Management
System. (FMS)

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

! Yes n ¡lo El rurn Remarks: FMS

13. Do Non-Competitive Bid (NCB)purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

n Yes tr t¡o Evn Remarks: FMS

14. Are items checked immediately for content and
damage when delivered? ffi ves nruo n ru¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fon¡uarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I ves nruo nvn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

E Yes I ¡lo L]vn Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

E Yes Iruo T ru¡n Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the comolete shioment is received?

E Yes nruo Kvn Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

ffi ves I t¡o n ru¡n Remarks:

CHP 680C (Rev 09'08) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

I ves nruo Eve Remarks: No Occurrence.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

ElYes ! tto nvn Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

[ives []ruo n ruln Remarks: or per the Records
Retention School.

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

ffi Yes nNo n ruin Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! ves Iruo El run Remarks: FMS

CHP 680C (Rev. 09-08) OPI 0'10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2
uommand:

285
Division: Valley Number:201

Evaluated bv:

C +p'iue-+, D. r\.rrlel
Date:

tz.-3o'oÐ
Assisted by: Date:

^tt*uatt*' 
*t;;"*iduat items with "yes'or "No" answers, ñ,' ,n the branks 

", 
,n0,.","0ffi-"r"o"n*" -* p"t"r

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.' Additionally, sucñ
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "F lnspection" box shall be marked and only deficient items need to be

TYPE OF INSPECTION

flDivision Level ElCommand Levet

fl Executive Office Level ! Voluntary Setf-tnspection

Lead lnspector's Signature:

Sgt. Dan Canalia, #14768

Follow-up Required:
l-l Yes [Í'l ruo

[J Follow-up lnspection Date: , t
t z{se{c?r

For applicable policy, refer to: HPM 1 1.1, Chapler 23 V VV
1. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? flYes Iruo ffivn Remarks:Approval from Facilities
Section.

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? ffi ves !ruo n ¡¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

n Yes n ¡lo E ru¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? ffi ves Ewo n ¡lrn Remarks:

5. Are X Numbers issued for a one-time use?
lX Yes l-l I'lo l-l run Remarks:

6. Are prohibited services performed using an X
Number? ! ves Eruo I rurn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? ffi ves nno X N/A Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

! ves E ¡¡o Jvn Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

f, ves I ¡lo ffrun Remarks:Approval from Facillties
Section

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! ves trruo ffirun Remarks:Approval from Facilities
Section

CHP 680E (Rev 09-08) OPI 010



STATE QFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

Assistant Comm issioner? Section.

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? ! Yes nruo Erun Remarks: Only Small Businesr

vendors used.

12. Do all X Numbers awarded to a small business
vendor contaín the small business certificatíon from
the Department of General Services (DGS)?

S ves n ¡¡o ! ¡¡n Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

N Yes nruo ! ¡¡¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergency? $ ves fl t'¡o ! ru¡n Remarks:

15. ls the itemized invoice for each X Number seruice
maintained in the command's files? ffi Yes !ruo ! N¡n Remarks:

CHP 680Ê (Rev. 09-08) OPI 010



STATE OF CALIFORNIq
DEPARTMENT OF CALIFORN!\ HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

,r¿"1' ! i.lli f.¡# l. -f-g tty ulu¿

,'
Command:

Woodland
D¡vis¡on:
Valley

unapler:
3

lnspected by:

D. R. lketani
Date:

1t29t09

,AF¡Y

lNsTRUcTloNS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapternumber of the inspection in the Chapter lnspection number. Under "Fonvard to:' enter the next level of c mmand where the document
shall be routed to and its due date. This document shall be utílized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, correclive ac'þ¡¡lans. In Cnp 51 Memorandum may'be useo if additional space is requirr

TYPE OF INSPECTION

! Division Level Xl Command Level

! Executive Office Level

Total houris expended on the
inspectior:

f] Corrective Action Plan lncluded

n Attacnments lncluded

Follow-up Required:

nYes E ruo

s Comments lnnovative ract¡ces:

Pursuant to HPM 22.1, Chapter 1, Woodland ¿\rea conducted a comprehensive evaluation of the
Command's procurements to ensure compliarrce with departmental policy. No discrepancies were
noted.

The following documents were completed as r)art of this inspection:

. Exceptions Document
' command Procurements car-card lprogram lnspection checklist
' command Procurements contracts lnsþection ihecklist. Command Procurements purchases Checklist. Command Procurements X-Numbel' :program

None

CHP 6804 (Rev 0249) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Commend:

Woodland
urvrston:
Valley

unapter:
3

hspec{ed by:

D. R. lketani
uate:

1t29t09

Commander's Concur or Dcl Not Concur (og ruotconcffi

l nspector's Conrments : Shalladdress non concurrence OV
etc.

C o rre ctive Act¡ onFiãiffi e I iñã

N/A

Emptoyeewoutotke@
the reviewer.
See HPM 9.1, Chapter g for

DATE r /

otþe/q

Ll Reviewer discussão tñis reportäin
employee

fJ Concur fl Oo not concur

CHP 6804 (Rev O2{9) Opt OIO



,t:"i.t4 tnjo¡,nÅ ju úritÀ 9-/tøç

ü0ËH 1 Ð[?/+

gTfitrEF CÈ,¡-FrÐf,$llA
O¡N¡TN¡EI¡T OF CALFERh]IA TSGT'Jì¡À1¡FÅ'EEtrL

TSN#AñåHÐ IÞESFEÛT¡OFT FRC'GFJ¡ü|E
ru*EPECTI GT{ trI{ECIdU$T
Ch# 3, tursur¡and FrnlrlrernenE
Cå|4trd Prograrn

CüIEl¡ËtE , I

v\ítr\4Vrrvl /,âfÏì
trlFís|trT t

\l'rìlc.l låOt
f{¡rrEE 

I

tnrr'à;lt\,) ¡l>qlat
T>KÏ-i-Ke\rrnr

DAbg r .

tDql)q
TNSTRU iÞrn=lrÈlh ïes'ç'[¡É-.enewÞ-rã æG in the bbnfts¡ esilih p{Þf.
+påcú esnsÞd in tfieinsperilionsdr¡$be conrrrenbedan uia itixr-aúy*sre'h
discsef¡¡flÊ¡e5 ,andls defu¡enriE= sh¡ll he d¡su¡gnÞr¡ on e+ Ereegliwus Ðru¡nerrt end adùe=sed rc ftis nBú islel øf command-
É¡rfprmore,üeErcepliærsD.r¡¡rner¡tslsfiincå¡deanyfuEorr-lry¡ndrorcsnecüp¡riinnlslt*en- lFlEÉshflrÈbtsedasaFollon+p
br=peslign lheT¿llsrrup llgred¡ÐF b*sl¡¡llbeu¡a¡ftedaldonlrdgfuiertik¡s,needlohere-inspeded

.fYFE OF IT{SPEGT}OF¡

D t¡vis¡on Leugl [co*-"t d LEYd

f] Êxe¡ulive tlfñoe l-errel I Vøunt¡ry SelF-tnspedisn

¡¡rd llspeüsEslFt{¡tE

Fnllo#qrF
l] Yes

Ll FûI|ff.¡-üp lrspeutiour ,DaËt/ I
otþr /n

For appEicrhl+ policy, rHer io: f-lPhfl I 'L-2, thaphr 3

'l- .4re ali emplo¡rees essæiaH wÈü-l ifte use dfüÊ taì-
Ëerd prognen cunoÞËìrç the tFlP 7ES, GoqrnÃ+ uf
tnt=rest Stsåeimenå E*røløv*- ñonr¡? É'": n t'io D r¡¡n FIfíITE IHË

?. ,4re 5'1iÐ- 31 Drug Fs=e lUsrþiæ oerEnc=Ð"nns
mair¡t¡lnd l¡ithin üre G¡l Ësgd cr¡rnm¡sÊd file fur
esch ilEndsr tffiited? F"= nruu E rE¡*. ET TIãHË

I

3. Þ.,re SlE- Zf)4 Pape Da;ia:Rærd funns ¡r¡ernurned
in the Ëel Êãrd DÐr¡¡rãranri #e for eadr r¡emdsr
uüliEed?

,E o"" n rus, fl u¡n RTfTafftE

.4 - Áre ÕsEfu rnie,lnbegreted WEsiE Mellagem:renÈ Eserd
Fon¡r 74 do<x¡merub mgintair¡ed íor,ea¿rh uenCor
r¡illized?

H **" I ttôo n IrJ¿å RErftãh.Ë

5. ff ble vendorËs a smnll Þusine¡s or D'JBE is uiÉieed,
ÈB #te ÊefrtificsäEn lglter frsm üp Departrnenå nf
Gerrerd Ëe¡,¡ices rneintair'¡ed ln the ffi,e? X *=" n tuo, ! Nrn RsrãTtË

\¿rth¿àh\ DeS iok"ot'
C\iy\ \¡f;l-- Slrr.n-r->

t- fitUhen fair.arìd r,easc¡¡sble -rç ¡¡ffli¡ed" '¡E tiue fshand
re¿sar¡ab I e rn etitsd d osuffleÍrtÊd a rd pop er.l y

ir-rs[ified?
Ér= tr luu I hlfi4 REilarf,Ë

7. Are purchases split iøöc r¡q.lltiÊe transacÉiorns i¡l ordes
tE Ê.Érc¡.gn,teflt irangscÉion purrchare lfrmiis? n ves. ffio ! hlt+ FtrnarlÍË-

fr. Drps äf*e CHF 3tr7 Ê,al Gard l-og fr.dly Cescrfte #e
pur'cha=e? Rl Yes ! t{c I ru¡e Rrrr¡ãrlf.Ë

g. -Ê.re bank- sËaternenls re.=e$cileC q¡itfi the Ði-fF 317
f,¡l tard I'cg,aod the receípG1irc¡elaes? l)giea f, t*tc ! r'lrn Rff,nãrkE:

k

ÞtF ¡rû,¡É*+, &:{¡àt eål Þ1É



Fage ? uf?

TÄTÉÐF GÁ¡.TËF¡HIA
ËËürmrls.n oe'nru:norulur' tlcr?ryÀY Pn.TñnL

öóMn¡t,qltdo hrsF iÊTtÉtr F'ncrgeg¡n
IÍ,{SPECTTTff 'CHECKLISI
ljruãpt=, 3, Cummand Pmalne¡neøts

Cal$ard Programl

r reiumed itErns

tï¡ainrtsined u¡itlc üre bank stãbEmefit?

t f - Oo non'iternized purcfiese receiptsllnuucee

d oou r¡.e nt the p urutuse hy listing tte rornrnadtþl

;;;;fù. arru unit prin¿ orine itenn4sl pu:rrsrøed o n

lhe trarúc stat¡emeÉt'

{u* Elffo n nE¡¡t
ÉeflãkË

flveu EI¡'¡t ftr'rr*
RErÍleltiË

'a gECLr'e gngeS
ñvo ñ ituo |_lrun nffflarlrË:

E"r* f] nut I u¡n FlEr,nãlhÉ:lS- ¿tE tal Car'd puruhases pr'*EPFIEUEE r¡v

mmnnendeÊ

R *=t L fru" I t¡¡ls EErna¡hÉ
"14- þle+s all cerdhsldÊr:s trEcggllEÜ u¡rlrr¡rHì ri

' " 
ôáettt*enËs prmur'ement prrcesse<?

f] V.E É'*' flNfA RÈnaff.q{5- Áre item,[s] Fur'cfiÊseÉ l$IFt rne

by d,eParümenúal Pnlinryf

.lÞl -r" !äE:¡ tiiLá'. EÉiEt <lisr Er ù



,þ,1'* gntv a-? 4a ü Ð ú! ! .P

¿! ¿ i¡tg
Page

Gommand:

Woodland
urvrsron:
Valley

NUm0er:
280

Evelueted by:
Captain lketani

Date:

1t29t09
Ass¡sted by: Date:

r fill in the blanks as indicated-Anpdiscrepancies witlr-policy,
commented on via the "Remarks'section. Additionally, such
Document and addressed to the next level'ofeomrnand.

r corrective action(sltaken. lf this fonrrisr¡seéasa Follow-up
ient items need to be re-inspected.

ÄdR"
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive Office Level ! Voluntary Self-lnsp:ction

Follow-up
fl ves

Required:
n ¡¡o

n Follow-up lnspe,:tion

For applicable policy, refer to: HpM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate ¿rll
service contracts which are repetitive, regardle:ts of
the estimated dollar value?

l¿l Yes nruo nvn Remarks:

¿. rs a UHF/ /ö uontract Request used for one_tirne
services exceeding $4, ggg.99? n Yes nruo C*,o Remarks:

r. ts rne untce ol pr¡mary tnterest (opl) tracking
numbering beginning with the requesting comnrand
three-digit location code used, followed by.Cp,'for
contract pavable listed on the CHp 7g?

! ves nruo ØNn Remarks:

4. ts me pedormance of contract services monitored
and documented? 1""" fl ruo nrun Remarks:

þ. Are al coptes ol correspondence with the vendor
maintained? dr"" fl ¡¡o fl ru¡n Remarks:

6. Are letters for contracts documented and rnainta¡ned
which outline any problems related to substandard or
non-performance of the vendor?

1"", n ¡lo nrun Remarks:

t . rs tne flnat product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

tr"" !No [] ruln Remarks:

8. ained,
>vals
t 11.1,
HP

78A?

lr"' Iruo n ruln Remarks:
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srnre oç'cÃt-FoRNtA
DEPARTMENT OF CALIFORNA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months fromlhe anticipated startdate of the contract
pre-app roved by Assista nt Co m missioner,- Staff , for

-f[ves f-l N^ J*,,o Remarks:

eÃPcqr(ecl

10. ls all work completed and accepted by the
Department before expiration of contract agreelnent? E Yes' !wo l*,o Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

!No nrun Remerks:

12. Ate invoices for payment reviewed and approve,d to
substantiate expenditures for work performed and to
prevent penalties being assessed?

úr"" ! ¡vo lrun Remerks:

13. Are contract expenditures monitored to ensure .:here

are sufficient funds to pay for all services rendered
as required by contract?

flYes n ¡lo C*,o Remarks:

14. Does the requestor verify the contractor has fultiilled
all requirements of the contract before approving the
finalinvoice?

dr"" fl l.lo n ruln Remarks:

15. ls the finalinvoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

ú"." nno !run Remarks:

16. Are allapplicable form sections of the CHpTg
completed? ú""t fl I'lo n ru¡n Remarks:

1 t . Do emergency contracts document and justify er

sudden, unexpected occurrence that poses aclear
and imminent danger, requiring immediate actic,n to
mitigate the loss or impairment of life, health,
property, or essential public services?

lr." ! tlo nrun Remarks:

18. Are all employees associated with the managernent
of a contract completing the CHp 7gS, Conflict cf
lnterest Statement, Employee, form?

n Yes !ruo I/ N/A Remarks:

1v. Are proÞtems concerning the contractor's
performance fully documented in writing and m¡¡de a
part of the contract manager's contract file?

fl Yes nruo l*,o Remarks:

¿u. Ate contract amenclment request dollar amounts
increased more than g0%? l-l Yes l-l tlto ,/ *,o Remarks:

CHP 680F (Rev 09-08) OPI 010



Page 3 of4
STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract aménOnrent reques[
more than one veaf l-ì voo ll lr'l^ J^,,n Flamarkc'

Âre amenomenfs requestecl before the expirati,rn t
the originalcontract? flYè. LJ No lll N/A

ts a servtce conract on a cHp 76, contract Request
in itiated for a ny commercial meeting/conferenc,:
room rentalwhich is expected to exceed $4,ggt).gg in
totalcost?

! Yes fl tlo dNta Remarks:

. uo conrerence room rental costs exceeding ther
per day limit have pre-approval from Assistãnt
Commissioner, Staff?

E Yes fl wo dNta Remarks:

i

t
'all of

the following types of agreements:

(1) Repair
(2) d Repair(3) )
(4)
(5) ConsultingServices

n Yes []no l*,o Remarks:

¿o.

nts, if
onnel
tys:

(1) Alarm and Fire Alerm Monitoring
(2) Camera Maintenance and Repair
(3) Carpeilnstallation
(4) Diesel Gene Repair
(5) Dishwasher ir
(6) Elevator Mai
(7) Fire Extingui
(8) Repair(9) nance and Repair.(10) nditioning Servicrr
(1 1)
(12) Otfice Machine Ma¡ntenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16)
(17) tirr)
(18)

(1 9) FÌepair

{r"" nruo fl run Remarks:

CHP 680F (R€v 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PA'IROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
Íannar¡la¡f ln ôanlraal Qaa,i^^^ I lâ¡+ /t-ol t\ ^t^ J- I I lt- ltr^ Remarks:

with the contract Rumber foc retentionafter
uommanoer revtew?

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

tr"" !ruo fl run Remarks:

29. Are all invoices, records, and relevant documerrtation
maintained for three vears after the final payment of
the contract?

dv"t !ruo ENn Remarks:

30. ls a log sheet maintained for a diary of activitiesr
related to the contract? ! Yes fl ¡¡o l*,o Remarks:

31. ls a computer file prepared for all contracts
administered? n Yes nruo l*,o Remarks:

32. ls a spreadsheet prepared listing all expenditun:s?
! Yes fl No t*,o Remarks:

33. ls the notiflcation to the contractor documented for
the start date for services to begin? ! yes ! ¡¡o Øwe Remarks:

34. ls the contractor contacted to determine if all in'roices
have been received in order to oversee the
completion of the contract?

! Yes nruo d*,o Remarks:

35. Do consultant services contracts of $1,000 or ntore
contain detailed performance criteria and a sch,:dule
for performance? (SCM Vot. l, Ch. 3, Section 3.02.1)

n ves fl tlo d*,o Remarks:

36. Does the contract file contain the STD. 4 Contr¡¡ctor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.S)

! Yes nruo d*,o Remarks:

s /. uoes uontract work only begin after approval of the
final contract? (SCM Vol. l, Ch. 4, Section 4.09) flYes E l.to pvn Remarks:

Jö. Are tne requtrements for Government code ser:tion
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

! Yes !ruo l*,o Remarks:

39. Are any contract payments made prior to the fir,al
approval and execution of the contract? (SCM \/ol. l,
Ch. 4. Section 4.09)

n Yes I t¡o t*,o Remarks:

CHP 680F (Rev, 0948) OPI 010
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STATE,OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COM,ÍI,IANÞ INSPECTION PROGRAM
EXCEPTIONS DOCIJMENT

Command:

Truckee
Division:

Vallev
Chapter: Chapter 3,
Cal-Card Program

lnspected by:

Serqeant Steve Bryan, #10527
uate:

1112812Æ8 t
lJ'

hlanks aslNSTRUili'loNS: ThÍs docum,;nt shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicatedElllEr lhe chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:' enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

¡mprovement, identified defciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

X Corrective Action Plan lncluded

E Appeal lncluded

n nttachments lncluded

Follow-up Required:

Xves ! ruo

Fonryard to:

Due Date:

Signature:

L-
Date:

Jq-cv

lnspector's Comments Reqardino lnnovative Practices:

Command Suqqestions for Statewide lm ment:

ln s Findinqs:

Item#2: No STD 21's were located in the Cal-Card Command file for each vendor.

Item #4: No CHP 74 in Files

Item #10: CHP 317A missing.

Item #15: Auto Tech. has not received training.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMANÐ INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Truckee
Division:

Vallev
Chapter: Chapter 3,
Cal-Card Program

lnspected by:

Serqeant Steve Bryan, #10527
Date:

11t2812008

Commander's SE:

The OSSI will obtain a STD 21, Drug Free Workplace Certification from each vendor and place them
into the respective file. CHP 74 and CHP 3174 will be up dated and filed.

s Comments:

,Required Action,''

Corrective Action Plan/Timeline

The area's OSSI has requested the STD 21, and will place each into each vendors file. CHP 74 and
CHP 3l7A's will be completed and filed. The areas Auto Tech. will receive training when it becomes
available.

No fufther action necessary.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMANÐ INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

L,

Page 3

Command:

Truckee
Division:

Vallev
Chapter: Chapter 3,
Cal-Card Program

lnspected by:

Seroeant Steve Brvan. #10527
Date:

11t28t2008

A Review/Decision: îhis shau be the ontv tevet of

Lead lnspector's Signature: Date:

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTME T OF CAUFORNIA HIGHWAY PATROL

COMMAND INS.PECTION PROGRAM
INSPECTIOí{ CHECKLIST
Chapter 3, Command procurements
Cal-Card Program

Page 1of 2

L;ommand:

Truckee
D¡v¡sion:

Valley
Number: Chapter 3,
Cal-Card Program

Evaluated by:

Sergeant Steve Bryan, #10527
Date:

11t28t2008
Á\SSTSIeO Dy:

OSSI Terri Fishe r, #A12351 11t28t2008

TYPE OF INSPECTION

! Division Level X Command Level

fJ Executive office Lever I Voruntary serf-rnspectíon

Signature:

urvvv-uP 
^Ëqullg(J:[J Yes fl wo

LJ t-o[ow-up tnspect¡on connande{sftínature: 
//

'J,/4¿r", /9aÀ.- I /a- I ^ìj-
For applicable policy, refer to: {PM 11.2, Chapter 3

4 Ara all am^l

card prosra' .o'pr"tin"s"tï: ä,iËï;di#[?uÎr" 
-

lnterest Statement, Emplovee. form?
X yes n¡¡o lnMa Remarks: Captain Ross is the only

employee required to fill out the
CHP78X.1A ,,v v I u. 1t ut ug rree vvorKplace cgrtlflcations

maintained within the Cal Caid command fite for
each vendor utilized?

E yes Xwo n ru¡a Remarks:No STD 21 on file

? Ara QTñ a^À Ò
:.._ _, ¡ qrse uarã 

^Ëuutu tgrms malnlalngd
in the Cal Card command file for each vendor
utilized?

-

Á A-^ n^r:ß^--:.

X ves !wo !run Remarks:

, u e vqrrvr,a r rregralteq vvasle Management Board
Form74 documents maintained for eaËh vendor
utilized?

-

Ã l{ +h^ r,^^i^- :

! yes X t¡o !run Remarks: No CHP 74 infile

i s th e ce rtiri c"ti 
" 
; r ;t# "råi fi; ;#"ä1';, 

u tr I iz ed'

General Services maintained in the fileZ

A

X yes ! t¡o nrun Remarks:

reaso n a b re m eth o d o 
"i..å:.i,lå' ;îå';,.To""li' "' 

o

justífied?

7

n Yes nruo Xrun Remarks:

,,u yu,v,rqÐçù ùpur. rr.o rnutttpte IranSactlons in ordgr
to circumvent transaction purchase limits?

q n^^^ +h^ 
^Llñ

! yes Xruo !run Remarks:

vvv*,v v¡ , r t t \Jat L/dru Log Iully 0escnþg the
purchase?

-

ô 
^ 

-^ L^-r- ^

X Yes n ¡lo n ru¡n Remarks:

ec;oncleq wttn tne ÇHP 317
Cal Card Log and the receípts/invoices? I Yes !ruo n ¡¡n Remarks:

CHP 680D (Rev 0948) Opt 01O



STATE OF CALIFORNIA
DEPARTME|TT OF.CAltFoRNtA Htct_fwAy PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHËC!(LIST
Chapter 3, Command procurements
Cal-Card Program

Page 2 of 2

10. ls the CHP 3l
and maintained? ! Yes X ¡¡o nrun Remarks: Need CHP 31 7A

cornpleted.

^r e vr surL ll tvutue!;/f eÇetpls Tor rerurned ltgms
maintained with the bank statement? I Yes fl ruo !run Remarks:

vv tt ¡cesdocu mmodity,quan rchased on
the b

I Yes fl t¡o ! ¡¡¡n Remarks:

ilailil.¿itrìeq tn a secure arga'/
X Yes E ¡to fl ru¡n Remarks:

^rs vør rJcru purcnases pre_approved by thg
commander? X Yes ! t¡o n N/A Remarks:

r ¡qve arr ucuuilutuets recelveo Iralnlng on the
Department's procurement processeð? n Yes X t'¡o !run Remarks: Automotive Tech. needs to

be trained.

^,e rrvrrr,ù/ purur.iseq wtln Ine Ual Uard prohlþ¡ted
by departmental policy? ! Yes X t¡o !run Remarks:

CHP 6800 (Rev o9{8) OPt oto



Si.rl E OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Truckee
D¡V¡S¡On:

Vallev
Chapter: Chapter 3,
Contracts

lnspected by:

Serqeant Steve Brvan. #10527
uate:

12t08t2008

INSTRÚCT|OtrlS: Th¡s document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number- Under "Fonruard to:" enter tñe next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHÈ¡1 Memorandum may be used if
additio"alspace lsrequired.

TYPE OF INSPECÎION

! Division Level I Command Level

n Executive Office Level

X Corrective Action Plan lncluded

n Appeal lncluded

! nttachments lncluded

Follow-up Required:

Xyes ! ruo

Forward to:

Due Date:

Commander's Signature: Date:

?-I-o.i

lnspector's Comments Regarding !nnovative practices:

The X Number procurement system has been changed. The 78X's are obta¡ned processed and
approved through Facilities Section. The area ass¡sts with obtaining the requ¡red 3 bids or the one bid
from a certified small business. All payments and billing are handleã by the Contract Section.

A large number of the items to be examined in this inspection are not applicable to the area.

CHP ôB0A (Rev 09-08) OPI 010



S1ÃTË OF CALIFORNL\
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COM MAND INSPECTION PROG R.AM
EXCEFTIONS DOCUMENT
Page2. i 

,

Command:

Truckee
Division:

Vallev
Chapter: Chapter 3,
Contracts

lnspected by:

Serqeant Steve Bryan, #10527
Date:

12t08t2008

Commander's ResÞonse:

Diary will be implemented by the OSSI for both items 4 and 30.

lns s Comments:

Required Action

Corrective Action PlanÆimeline

The areas OSSI will implement a diary for the above corrections.

No fufther action necessary.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Truckee
Divisio n:

Vallev
Chapter: Chapter 3,
Contracts

lnspected by:

Serqeant Steve Bryan, #10527
Date:

12t08t2008

eal RevieMDecision: (This shall be the only level of

Lead I nspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
OEPARTMENT OF CALIFORNIA HIGHWAY PATROL

coMMANp TNSPECTTON PROGRAM
tNSPEcroñ cneöx¡-rsr
Chapter 3, Command Procurements
Contracts

Page 1of4

Gommand:

Truckee
Divis¡on:

Vallev
Number:Chapter 3,
Contracts

Evaluated by:

Serqeant Steve Bryan, #10527
Date:

12t0812008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applícable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level [lVoluntary Self-lnspection

Lead lnspector's Signature:

CßryA-r 1*r
Follow-up Required:
l-l Yes X rrlo

LJ Follow-up lnspection uate:

iÀ- q-Õ-

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes nNo Xnn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? ! Yes []No X rurn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes n fr¡o nrun Remarks:

4. ls the performance of contract services monitored
and documented? E Yes X f,¡o nrun Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo ! ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-pefformance of the vendor?

X Yes nruo nvn Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo nrun Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1 ,

Chapter 22, before forwarding the CHP 78 or CHP
784?

X Yes nNo n nrn Remarks:

CHP 680F (Rev 09-08) OPI 010



Page 2 of 4
STATE OF CALIFORNIA
DEPARTMÉNT OF CALIFORNIA HIGHWAY PATROL

coMMAtVD tNqPECTtON PROGRAM
INSPECTIOÑ CNECKLIST
Chapter 3, Command procurements
Contracts

I yes fl r,¡o [run Remarks:

D õu* ;;;i Ëffi ä Ë,i.ffi i :""i i,.: ål I s,.. ", " 
n t z

11 Arc

X yes ! tto n ru¡n Remarks:

quarity,qrãntitv,.o-o];J'rå::ffi:,,iää::ii,i,i"
manner specified in the contract (e.g., review
progress reports and ínterim products)?

X yes I t¡o !un Remarks:

12 Arc inrrninac f^.,v, psJl,¡rçrrr rEvtEvvËu d¡tu approveo to
substantiate expenditures for work performed and to
prevent penalties being assessed?

-

t.1 Af Ê nnntrâ^f

X yes nruo nrun Remarks:

Jre Inere
are sufficient funds to pay for all services rendered
as required by contract?

4 /1 
^^^^

n Yes nruo Xrun Remarks:

(,,e , evusùLUr ver ly rne contractor haS fulfilled
all requirements of the cóntract before approving the
final invoice?

-

l Ã lo +h^ fi^^l ;^

X yes !wo !run Remarks: Only the work performed
on the area level. Facilities notified of
completion.

,v ,,,rqr ilrvvrur= tucilUileq ano approved, as
appropriate and fonruarded to Fiscai Management
Section for payment?

4 A A.^ all ^^^l:^^

X Yes !ruo nrun Remarks:

etJyilvqurE tut il t SeÇUons oI Ine ÇHp 7E
completed? [] yes !ruo nrun Remarks:

17 l1a

4A A

X Yes !ruo n ruin Remarks:

o r a c o n tra ct c o m p r e ti n"s" fi '"= 
¿ ä Ëï';5 ?:i?ffi H "'

lnterest Statement, Emþloyee, form?

lo
^

X Yes nruo X ¡¡¡N Remarks:

tf tg tf te conlraclors
performance fully documented in writing and made a
part of the contract manager,s contractjile?

X ves nruo nrun Remarks:

,r, qvr qr I rer rur I rEt tr I squet'I aollar amounts
increased lnore than gO%? l-l Yes l-l ruo X ru¡n Remarks:

CHP 680F (Rev. O9-OS) Opt 0tO



STATE OF CALIFORNIA

GRAM

Chapter 3, Command procurements
Contracts

26. ls a
limit ruing types of agreements, if
the contractor a n d/or s pecinlã tiy ass¡g nËJ óerso n n et
are scheduled to be on-site for more i-nan iO 0"y.,

('l) Alarm and Fire Alarm Monitoring
l?) Camera Maintenance and Repar:r(3) Carpet lnstallation
(!) Diesel Generator Maintenance and Repair(!) Dishwasher Maintenance and Repair
€) Elevator Maintenance and Repaii(7) Fire Extinguisher Service
(9) Garage Door Maintenance and Repair(9). Graphic Arts Equipment Maintenance and Reoair
(1u) r-reating, Ventilation, and Air Conditioning Service
('l 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
('13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
('16) Steam Cleaning Services (Carpet, not scales)

fllì ]:Fo,!l"e services (ceilutär satellite, ãnãiãôul.rl
(1ö) tetev¡s¡on Equipment Maintenance and Repair
(19)Uninterruptible power Supply Maintenance and Repair

Page 3 of 4

21. ls the length
more than one year?

22. Are amend
the original contract?

23. ls a serv¡ce
initiated for
room rental wh¡ch ¡s expected to exceed $4,ggg.g9 in
totalcost?

24. Do conferen
per day limit have pre_approval from Assistant

AreCatiforniaoep@
Federa I B u rea u of I nvestig at¡o n (FB t)'f,¡ÉpfU!
checks and driver lilcense checks conducted for all of_ _-- . _ _. ¡ r Yr ¡rvvr rev wt tEUAs t
rne roilowlng types of agreements:

(f) and Repair(2) e and iepair(3) -site)
(4)
(5) Consultingservices

X yes fl wo !run

I Yes ! N/A

CHP 680F (Rev O9-OB) Opt 01O



Page 4 of 4

STATE OF CALIFORNIA
DEPARTIí¡ENT OF CALIFORNIA HIGHWAY PATRoL

GoMMAND TNSPECTTON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint informãtion
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I Yes nruo nrun Remarks:

28. ls CSU advised by the command to Oetermine ¡t
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes ! tlo ! N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes !ruo n N/A Remarks:

30. ls a log sheet maintained for a diary of aõtiv¡ties
related to the contract? ! Yes X frlo fl N/A Remarks: Area will implement diary.

31. ls a computer file prepared for all contracts
administered? ! Yes !ruo X N/A Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! Yes nruo X ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? ! Yes ! ¡lo Xvn Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

I Yes n ¡lo !run Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n yes nruo X ¡un Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol, l, Ch. 3, Section 3.02.S)

! Yes !ruo Xrun Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vot. 1, Ch. 4, Section 4.09) n Yes nruo [run Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

! ves I tlo X rurn Remarks:

39. Are any contract paymenis made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
! ves !ruo X N¡n Remarks;

CHP 680F (Rev- 09-08) OPI 010



¡t'AïE OF CALTFORNTA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommano:

Truckee
Div¡sion:

Vallev
Chapter: Chapter 3,
Purchases

lnspected by:

Serqeant Steve Brvan, #10527
uate:

12t01t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter tñe next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space ¡s required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

nyes Xruo

Fon¡vard to:

Due Date: UJJ-

Date:
03-05-2009

Ctrapter Inspection:

lnspector's Comments Regardinq lnnovative practices:

Command S ns for Statewide lm

lnspector's Findinqs:

No discrepanc¡es and/or deficiencies were noted during the inspection.

Page 2

CHP 680A (Rev 09-08) OPI 010



,rot= or a*rFoRNri\
DEPARTMEÑI OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
E.XCEPTIONS DOCUMENT

Command:

Truckee
Div¡s¡on:

Vallev
Chapter: Chapter 3,
)êNumber Pr:g,r*

lnspected by:

Serqeant Steve Brvan, #10527
Date:¡it-+-rì1¡-.'

12t02/2008

Commander's Response:

s Comments:

ired Actíon

Corrective Action Plan/Timeline

No Corrective Action Plan needed.

CHP 680A (Rev, 09-08) OPI 010



STÀT.E OF CAI-TFORNTA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Truckee
Division:

Vallev
Chapter: Chapter 3,
ÞNumberProSffi

lnspected by:

Serqeant Steve Bryan, #10527
Date:

12102t2008

RevieMDecision: ffhis shatl be the onlv level of

Lead lnspector's Signaiure: Date:

Responding Commander's Signature (for appeal) Date:

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNL\
DEPARÏiI/ENT OF CALIFORNIA HIGHWAY PATROL'ùoMMAND 

tNqPECTtON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

Page 1of 3

Command:

Truckee
Division:

Vallev
Number: Chapter 3,
Purchases

Evaluated by:

Sergeant Steve Bryan, #10527
Date:

12t01t2008
Assisted by:

OSSI Terri Fisher, A12351
Date:

12t01t2008

-::-:-:- _::::::=::::
ll in the blanks as indicated. policy,
mmented on via the 'Remar , sucit
ocument and addressed to t d.

TYPE OF INSPECTION

! Division Level [] Command Level

! Executive Office Level [tVoluntary Self-lnspection
{n-

Follow-up Required:
I ves X tr¡o ! Follow-up lnspection

L;ommancler(s shf4Þture:vurrrrrrq¡ru-Vl; 
R*-

uate:

D -l'oÞ
For applicable policy, refer to: HpM 1 1.2, Chapter T

1. Are participant
command leve
procedures for

X Yes n ¡¡o fl run Rema¡ks:

rlclvs ¡\Pptuvets/revle
procurement training?

oï purchases received

I Yes n ¡lo nrun Remarks:

3. Are prohibited items procureffi
Requisitions?

. Supplies for personally - owned equipment. Commodities for personal use. Confirming order

. Purchases via the internet

n Yes Xruo nrun Remarks:

4. Are separate CHP 43s, purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes n ¡lo n ruin Remarks:

u. rs ¡rr requtrea tnTormafton entered on the CHp 43,
Purchase Requisition? X Yes I tto nrun Remarks:

6. Are the CHP 43, Purchase nequisitions, nurnOereO
consecutively, starting anew at the beginning of each
fiscalyear (July 1)?

X ves Iruo ! N/A Remarks:

^\r 
c expeorreo requests lor tne purchase of goods

forwarded to the Assistant Commissioner, S1aff, for
approval?

[] Yes Iruo Xrun Remarks:
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STATE OF CALIFORNIA
DEPART¡T4ENT OF CALIFORNIA HIGI-WAY PATROL'GoMMAND tNSPEcTtON pnbcnnrvl
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

8. Do speciatized items purõfrãsãOiõñtain tfie
appropriate Division, and/or Opl approvals? I Yes ! tlo nun Remarks:

9. ArethecHp43,@
competitively bid? X yes E ¡lo fl N/A Remarks:

l0. Does the CHP 3
document at least two price quotations? I Yes []ruo nrun Remarks:

! Yes !ruo x N/A Remarks:

12. Are. Limited Competitive Bio@
for items that interface with existing departmental
equipment in compliance with SAM 3SSS.3?

! Yes !ruo X ru¡n Remarks:

13. Do Non-Competitive Bid (N@
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes nruo Xrun Remarks:

14 Are items checked immediatelyfor content and
damage when delivered? X Yes fl t¡o nrun Remarks:

15. ls the "received copy" of ttre pffi
approved, dated, and fonryarded to the Fiscal
Management Section (FMS), Account payable Unit,
within three business days of receipt, if all items are
accepted?

X yes n ¡lo !run Remarks:

ro. /ts\t c tretgnr ano/or pacKtng Sllps attached to the
received copy of the purchase order and sent to
FMS?

! Yes Xruo nrun Remarks:
The Freight andior packing slips are
filed at the area.

r /. rs r-rvrÐ provtqeo a pnotocopy o1 the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes n ¡¡o nrun Remarks:

18. ls the originat"received copy,' retainèã U¡fiê-
command for completion and fonruarding to the FMS
when the complete shioment is receivert?

X Yes Iruo n ¡ln Remarks:

y. lrre L/irrn¡jqee trems oelvereo þy common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

I Yes !ruo D ru¡n Remarks:

CHP 680C (Rev 09-oB) OPI 010
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STATE OF CALIFORNIA
DEPARThIENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (pSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

I ves nruo n N/A Remarks:

21. Are open purchase orders periodically reyiewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 9422.0)

X yes D t'lo ! ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X yes E t¡o nrua Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vot il Ch.2, Topic 11)

n Yes nuo X N/A Remarks:

24. Are purchase orders split to evade comþetitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(lubllc Contracts Code Section 10329)

n Yes X ¡lo ! Nr,q Remarks:

CHP 680C (Rev 09{8) OPI 010



STAÏE OF CALIFORNIA
DEPARTMENT OF CATIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

çommand:

Truckee
D¡v¡s¡on:

Vallev
Chapter: Chapter 3,
X-Number Program

lnspected by:

Sergeant Steve Bryan, #10527
Date:

12t02/2008

INSTRUCTIONS: This docun ent shall be typed. Check appropriate boxes as necessary, or lill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "F, rward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space lsrequired.

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level

I Corrective Action Plan lncluded

! Appeallncluded

fl Attachments lncluded

Follow-up Required:

X Yes fl t¡o

Fon¡vard to:

Due Date:

Date:

J ^r-o q

lnspector's Comments Regarding lnnovative Practices:

Command S tions for Statewide lm nt:

Page 2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

L;Omman0:

Truckee
utvrst0n:

Vallev
Chapter: Chapter 3,
X-Number Program

lnspected by:

Sergeant Steve Bryan, #10527
Date:

12t02/2008

l Comrnander's Resnonse'

The OSSI will obtain a STD 21 , Drug Free Workplace Certification from each vendor and place them
into the respective file.

I lnspector's Comments:

ired Action

Corrective Action PlanÆimeline

The area's OSSI has requested the STD 21's and will place each into each vendors f¡le.

No furlher action necessary.

CHP 6804 {Rev 09-OB) OP¡ 010



STA-ÍE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

t, ,

Page 3

Command:

Truckee
D¡v¡sion:

Vallev
Chapter: Chapter 3,
X-Number Program

lnspected by:

Serqeant Steve Bryan, #10527
Date:

12102t2008

eal Review/Decision: (This shatt be the ontv tevet of

Lead lnspector's Signature: uate:

Respond¡ng Signature (for appeal): Date:

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand procurements
X-Number Program

Page 1 o12
Command:

Truckee
Division:

Vallev
Number: Chapter 3,
X-Number Program

Evaluated by:

Sergeant Steve Bryan, #10527
uate:

12102t2008
Assisted by:

OSSI Terri Fisher. #A12351
Date:

12t02t2008
:::::::-:=::=:=:==::::::::::_::_::::::::_:::__:::

or fill in the blanks as indicated. Any discrepancies with policy,
e commented on via the "Remarks" section. Additionally, such
ns Document and addressed to the next level of command.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level [tVoluntary Self-lnspection

Lead lnspector's Signature:

( ß,,--, oN (^,
/!

FOilow-up Requ¡red:
fl ves [l rrlo

ll Follow-up lnspection ""^:""Jff;::'"k
/^ -f4)t'

For applicable policy, refer to: HpM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded io tire sanre rænOor
to circumvent the $4,ggg contract limit? ! ves XNo n ruin Remarks:

2. Does atlX NumberRle oocffi
STD. 204 Payee Data Record? I Yes nruo n N/A Remarks:

3. DoXNumbers requiring a@
landscaping) have prior approval from the Business
Services Section commander?

I Yes n ¡lo !run Remarks: Contracts for the services
are compiled through Facilities
Section.

4. Are X Number requests maOe priõr to tne Oate tfre
services are performed? X Yes nruo []run Remarks: Unless an emergency.

5. Are X Numbers issued for a one-t¡me use?
X Yes n ¡lo [lrun Remarks:

6. Are prohibited services performeO usngren X
Number? n yes Xruo n N/A Remarks:

t . ,Äre 
^ t\urnoers useo Ior tne procurement of a

service and not the purchase of a commodity? X yes nruo nrun Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I Yes tr tto nrun Remarks: lf requested by Telecom for
Communications Center

9. Do X Numbers used for facilities retaæO serv¡ces
(such as roof repair, electrical) costing over g1,000
have prior approval from Facilities Section?

I Yes nruo nrun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! Yes n ¡lo X ru¡n Remarks: Facilities Sections obtain
all the approvals,

CHP 680E (Rev 09-08) OP¡ 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
tN s PECT| Oìr C.!-t E€ KLt ST
Chapter 3, Command Procurements
X-Number Program

Page 2of2

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo n N/A Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

I ves f] l,lo nrun Remarks:

13. Does the file documentation contain the STD.21
Drug Free workplace certification for X Number
vendors?

n Yes X t¡o n N/A Remarks: No STD 21's on file.

14. Do emergency service X Numbers document and
justify the emergency? I Yes !ruo nrun Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I ves nruo !run Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INf ,PECTION PROGRAM
EXCEPTIONS DOCUMENT

s¿l'sf ûr¡ 8!'f'4{: n clr'v- 2-øF ' u ¡

::--::::::::::::::::::-::::::-::=:::::::::----
INSTRUCTIoNS: e typeo. crre ,Enterthe 

chapter

number of the ins lnspection nu he document

shall be routed to document sh ewide

improvement, ide rective action m may be used if

Karen Williamson, #406244

additional

None.

ln response to a Comm-Net Message dated Septembe t 22, 2OO.3, the Tracy Area conducted a

comprehensive evaluation of the Cõmmand's procurements to ensure compliance with departmental

policy. No discrepanc¡es were noted.

The following documents were completed as paft of this inspection:

' Exceptions Document
. Command Procurements Cal-Card Program lnspection Checklist
. command Procurements contracts lnspection checklist
. Command Procurements Purchases Checklist
. Command X-Number Program lnspection Checklist

CHP 680A (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMANÐ INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:
Tracv

Drvision
Valley

Chapter:
3

lnspected bY:

Karen Williamson, #A06244
Date:

11120108

Page 2

lnsoector's Comments:

N/A

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMA]-TD INSPECTION PROGR,AM
EXCEPTIONS DOCUMENT

Command:

Tracv
Division:
Division

cnapter:
3

lnspected by:

Karen Williamson, #A06244
Date:

11t20108

N/A

A I Review/Decision. (This shatt be the only level of

N/A

CHP 680A (Rev 09-08) OPI 01o
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Command:

TRACY
Division:
VALLEY

Number:

?ttr 3
Evaluated by:
KAREN WILLIAMSON

Date:

11t2012008

Assisted by: Date:
11t2012008

INSIRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or def¡ciencies noted in the inspections shall be commented on via the "Remarks" sect¡on. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

of

STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMANÐ INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Cal-Card Program

TYPE OF INSPECTION

D Division Level X Command Level

n Executive Office Level flVoluntary Self-lnspection

Lead lnspector's Signature:

'/t/,^1/"/¿*'-"--

Follow-up Required: I n rottow-up lnspection

l-lv"=' Xruo I

Commander's Signature:

ÞX--. €r- Þr - l1#.¡¡¡,r=

Date:
3l4l09

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes [] trto n ru¡n Remarks:

2. Are STD. 2l Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X ves Iruo n N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes nNo !vn Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes tr ¡¡o n N/A Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes E tlo E n¡n Remarks:

6 When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nNo Evn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? E Yes X l.lo n n¡n Remarks:

8 Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes E tlo E N/A Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes tr tlo n ¡un Remarks:

CHP 680D (Rev 09OB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMANÐ INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Gal-Card Program

Page 2of2

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? I Yes [] ¡lo nvn Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo nvn Remarks:

12. Do non-itemized purchase receipts/invoices
docurnent the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes !ruo fl N/A Remarks:

13. Are CalCards maintained in a secure area?
X Yes lruo l-l Mn Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo n ¡¡¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes n ¡¡o fl ru¡n Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? n Yes XNo Erun Remarks:

CHP 680D (Rev 09{8) OPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4

uomman0:

TRACY
Division:
VALLEY

Number.

) i.l:
Evaluated by:

KAREN WILLIAMSON
Date:

11t20t2008
Assisted by: Date:

11t20t2008

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section Additionally, sucñ
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
l-urthermore, the Except¡ons Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up

the " þox shall be marked and onlv deficient items need to be

TYPE OF INSPECTION

n Division Level X Command Level

fl Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

f,*-7/"'
Follow-up Required:
I yes l-l ruo

[J Follow-up lnspection ^Commander's 
S¡gnature:

\\ã*"*- 4r¡ u ì"-.¡rt,r--

Date
11120t2008

For applicable þolicy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes nNo ! ru¡n Remarks: TRACY AREA
CONTRACTS FOR PATROL
VEH ICLES/EVIDENCE TOWS

2. ls a CHP 78 Contract Request used for one-time
servíces exceedin g $4, 999. 99? ! Yes nruo X ru¡n Remarks: NOT APPLICABLE FOR

ÏRACY AREA

3. ls the Office of Primary lnterest (Opt) tracking
numbering beginning with the requesting command
three-digit location code used, followed by ,,Cp', for
contract pavable listed on the CHP 78?

I ves nruo n rurn Remarks:

4. ls the performance of contract services monitored
and documented? X Yes fl ruo n ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes X trlo I ru¡n Remarks;

6 Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes ENo n ru¡n Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I ves Iruo ! ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HpM 1 1.1,
Chapter 22, before fonruarding the CHp 78 or CHp
784?

I ves nruo X ruln Remarks:

CHP 6B0F (Rev 09-08) OPI o1 0



Page 2of4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

n Yes fl ruo X ¡un Remarks: NOT AppLtCABLE TO
TRACY AREA.

_¡¡r vv,,,l,rervw qrru cluugp[fio oy tne
Department before expiration of 

"ontr""t 
agreement?

11. Are contract ee

X Yes n ¡¡o nrun Remarks:

q ua I ity, q u 
" 

n tity, o b]ffiäI : iñ""räi: :' .i ï, i,i 
"manner specified in the contract (e.g., review

progress reports and interim producls)?

X yes nruo nrun Remarks:

,,,yv,eeè rvr pcryrrcnr. tevteweo ano approved tosubstantiate expenditures for work performed and toprevent penalties being assessed?

l ? 
^ 

Fâ ^^ñ+FÃ^+ ^

X Yes n ¡lo nrun Remarks:

vv,,!,qvr ç^ptruur.ures monltorgo to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

-

14 llnac fha ro^, '^

X Yes I rvo ! ru¡n Remarks:

a r r re q u i re m 
". 

t. ål tn ã' . #ff,i äi: :å"å J;ilij'J ïrifinal invoice?

l5 le lha final

X Yes nruo n ¡¡¡n Remarks:

16 Aro ll annli¡ahl^ {^

a pp ro p riate a n o ro *a ääi"" ËiJ5i,l;ï,i 5å 
" 

n,
Section for payment? I Yes n ¡¡o nvn Remarks:

.- - _.. _rF,,v r¡r ÐçUUL,ilÞ Ul Lf Ig Uñl, /ö
completed? X Yes X ¡lo n ru¡n I n",.n"rt'

B. Are all emolovees

! ves

I ves

I t,lo X ru¡n Remarks: NOT AppLICABLE TO
TRACY AREA

of a contract compteting the CHp 7äõ,'ö:';;tY;';;"'
lnterest Statement, emþloyee, form?

performance fully documented in writing and made a
part of the contract manager,s contract file?

increased more than iO%?
CHP 6B0F (Rev 09-08) Opt 010

I ¡lo J ru¡n Remarks:

X Yes

! ves

tr ¡lo tr ¡¡ln Remarks:

trruo Xrun Remarks:NOT AppLICABLE TO
IRACY AREA



Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF, CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? X Yes fl ruo !run Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes fl r'¡o x N/A Remarks: NOT APPLICABLE TO

TRACY AREA,

23. ls a service contract on a CHP 78, Contract Request
initiated for a ny commercial meetin g/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

! Yes nruo X ¡¡In Remarks: NOT APPLICABLE TO
TRACY AREA.

24. Do conference room rentalcosts exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

n Yes nruo X ru¡n Remarks: NOT APPLICABLE TO
TRACY AREA.

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X Yes nruo n ¡¡ln Remarks: FOR TOW TRUCK
CONTRACTS.

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maìntenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
('10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) OfÍice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Ma¡ntenance and Repair
('l 6) Steam Cleaning Servìces (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(1 9)Uninterruptible Power Supply Maintenance and Repair

n Yes n ¡lo X ru¡n Remarks: OUR BUILDING lS
LEASED. NOT APPLICABLE TO
TRACY AREA.

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fonryarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes Xruo n ruln Remarks: INFORMATION lS KEPT
ATAREA LEVEL FOR TOW
COMPANY CONTRACT

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andior criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X yes nruo nrun Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes Iruo nvn Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X ves nruo nvn Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes tr Irlo n nrn Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! ves [f ruo X ru¡n Remarks: NOT APPLICABLE TO

IRACY AREA.
33. ls the notification to the contractor documented for

the start date for services to begin? X Yes E I'lo I ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[] ves n ¡lo n N/A Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes tr trlo X ruln Remarks: NOT APPLICABLE TO
ÏRACY AREA

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

! ves Eruo X ru¡n Remarks: NOT APPLICABLE TO
TRACY AREA

37. Does Contract work only begin after approval of the
final contract? (SCM Vol 1, Ch 4, Section 4 09) X Yes I trto I ru¡n Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol l,
Ch. 7 Section 7.05)

D Yes Eruo X ru¡n Remarks: NOT APPLICABLE TO
TRACY AREA.

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol I

Ch. 4 Seotion 4.09)
! Yes X f.lo n nln Remarks: AREA lS BILLED BY TOW

COMPANY

CHP 680F (Rev 09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command: TRACY Division: VALLEY Number:

Evaluated by: KAREN WILLIAMSON Date: 1112012008

Assisted by: Date: 'l 1l2Ol2OOB

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noled in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level E Voluntary Self-lnspection

)ad lnspector's Signature:

/-;tt'
Follow-up Required:
Iyes Iruo I Follow-up lnspection

Commander's Sionature:, .--/
lV-,-. xc- -\ {¡r ¡'¡ . {lanr,'.ri;l

Date:
't1t20t08

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

I ves INo I nln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? I ves nruo fl N/A Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes X tlo nvn Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X ves f ¡¡o n ¡ya Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes nruo T ru¡n Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscalyear (July 1)?

X Yes Eruo Ivn Remarks.

7 Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

I Yes X t'lo E ruln Remarks: CHP 43'S ARE SENT TO
VALLEY DIVISION FROM AREA
LEVEL FIRSI.
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STATE OF CALIFORNIA
DEPARTMENT OF, CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or Opl approvals? X Yes nNo !run Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? I ves n ¡¡o !vn Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo fl ¡¡rn Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes !ruo X N/A Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

I Yes !ruo x N/A Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes Iruo X ruln Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL.

14. Are items checked immediately for content and
damage when delivered? I Yes n ¡¡o n ¡¡ln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I Yes nruo n ruln Remarks:

16. Are freight andior packing slips attached to the
received copy of the purchase order and sent to
FMS?

I ves Iruo E ruin Remarks:

'17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes I ¡lo I ru¡n Remarks:

18 ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

I Yes INo trvn Remarks:

19 Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes Ino Evn Remarks:
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,*. O' CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (pSU) notified
imrnediately by telephone, followed in writing either
by a memorandum or e-mail, requestíng cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nruo n ¡¡la Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

I ves fl ruo !vn Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 1 1, Topic 4)

X Yes fl t¡o n ru¡n Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Voltt Ch.2, Topic'11)

I ves INo n N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

n Yes X tlo nrun Remarks:
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STATE OF CALIFORNIA

OL

ROGRAM

Chapter 3, Command procurements
X-Number Program

Page of2
Command:

TRACY
D¡v¡sion:
VALLEY

Number:

Jú ¡r"
trvatualeo Þy:

Sgt Pat White
Date:

11t20t08
Assisted by:

Karen Williamson
Date:
11120t08

::::==::::::::::::=__:::::=

ùry, h

I
upup

d.

TYPE OF INSPECTION

! Division Level E Command Level

! Executive Office Level ! Voluntary Self_lnspection

Lead lnspector's Signature:

Ë,lL-t- h1l . Fttozø

r0ilow-up Kequtred:
l_J yes | l wo

lJ Follow-up lnspection vvr ilr I rct tuçt 5 ùtgf laturg:

ÊJ\*-Á, |4tr€esr\.Drc-
Date:

tt Jz+f z-o 1
For applicabfe policy, refer to: HpM 1 1.1, Chapter 23

r. ¡1rË ,rur.rpre 
^ 

Numþers awarded to the same vendor
to circumvent the $4,9gg contract limit?

-

2 nnac âll V Àt,,-

n Yes Xruo I ruln Remarks:

,\,rvrrrwçr ltE uuL;L¡f ftenlauon conlaln the
STD. 204 payee Data Record ? I ves nruo ! ru¡n Remarks:

s vvrrUqut \t.s., Jirilltollal or
landscaping) have prior approval from Úrê gus¡ness
uervtces Section commander?

I ves ! trto X ¡¡tn Remarks:

A Aro Y Àl' 'ñl-^,vv, ,eyqeùLù iltctuc pilo[ Io Ine oate the
servtces are performed?

E Ara V hl"-L^

ffiyes I !ruo ! rurn Remarks:

tuf i, urìe-Ilmg use'/

A Aro hr^hil-';+^^ X Yes fl ruo [-l ru¡n Remarks:
,,v,rev eur v reçù pçt tut il leu uslng an 

^Number?

7 AraYt\1,'¡-À^-^-

I Yes X ttto E ¡l¡n Remarks:

service and noi,'* r#J,#"ii:i:iffi1,;
I A Y

I ves nruo !vn Remarks:

retated services or" ";;;; J:,Juur 
I rr r I un rcalrons

Telecommunications Section ?
X Yes Iruo ! ru¡n Remarks:

(such as roof repair, electrica
have prior approval from Faci

agreements have prior appro\
Assistant Commissioner?

rcs retaleo servtces
l) costing over g 1 ,000
lities Section?

X Yes D trlo trvn Remarks:

al by the appropriate X Yes fruo tr rurn Remarks:
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aror=or*UFORN|A
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

coMt!,tAN D TNSPECTTON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
X-Nurnber Program

Page 2of2

11. Do all X Number
vendor contain three price quotations?

12. Do atlX lVum
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does
Drug

14. Do emergencyservffi
justify the emergency?

15, ls the itemized ¡n
maintained in the command's files?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM

\ç//* lø\ç//* /nJ(/v¿
0t d-/ )'¿s t ?

Command:

Stockton
Division:
Valley | !ntot"''

lnsoected bY:

Lieutenant Tim Port, #10215
Date:

12124108

""'ffi:ï;?:îiffi11ffffi:,.ãilr:?ì::il"ï#ì:J:i 
chaÞter

shall be routed to and its due date. This document shall be utilized to document innovative rractices

improvemenl, identified deficiencies, corrective ";õ; ôa"*,;nd may ¡" uräá to appeal fn lings' A used if

None.

ffins for Statewide lmprovement:

None.

ln response to a comm-Net Message dated septembe t 22,2008, the stockton Area conducted a

comprehens¡ve evaluation of the cõmmand's procurements to ensure compliance with departmental

policy. No discrepancies were noted.

The following oocurients were completed as part of this inspection:

. Exceptions Document

. command Procurements cal-card Program lnspection checklist

. command Procurements contracts lnspection checklist

. Command Procurements Purchases Checklist

.CommandX-NumberProgramlnspectionChecklist

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Stockton

Divisron
Valley

Chapter:
3

lnspected by:

Lieutenant Tim Port, #10215
Date:

12t24108

Corrective Actio n Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CA'I|FORN|A HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Stockton
D¡v¡s¡on:
Division

Chapter:

lnspected by:

Lieutenant Tim Port, #10215
Date:

12t24tjg

N/A

A I Review/Decis¡on: (This shalt be the onty level of

N/A

CHP 6804 (Rev 09-08) OPI o10
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-'Arrþ V "tt'eq
STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements
Cal-Card Prograrn

1of 2

Command:

Stockton - 265
Division:

Vallev
Numt rr: I

t ) J\
Evaluated by:

Lt. Larrv Chambers
Date: -
02-01-09

Assisted by:

Annette Lawton
Date:

INSTRUCTIONS: Answer individual items with 'Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

ãisbrepancieõ and/or deficiencies shall be documented'on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective act¡on(s) taken. lf this form is used as a Follow-up

Inspection, the "Follow-up box shall be marked and onlv deficient items need to be

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level f] Voluntary Self-lnspection

Lead lnspector's Signature:

d^úlo/',,
Follow-up Required:
Yes X No

! Follow-up lnspection

ffi]|^il'7
'ädq

For applicable policy, refer to: HPM 11.2, Chapter 3
(/

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes nNo nrun Remarks:

2. Are STD. 2'1 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes I ¡to n N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized? X Yes

n ¡¡o X ru¡n Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes n ¡lo E ruln Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Depaftment of
General Services maintained in the file? X Yes

E tlo [ ru¡n Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes nruo n rutn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaclion purchase limits? n Yes XNo I ruln Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes No tr Nln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes Eruo E N/A Remarks:

CHP 680D (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGR,AM
INSPECTION GHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2of2

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes ! ¡¡o ! nln Remarks:

11. Are credit invoices/receipts tor returne¿ iterns
maintained with the bank statement? X Yes ! ¡¡o flrun Remarks:

12. Do n
docu
quan
the b

X Yes !no ! N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l-l tllo |-lrun Remarks:

14. Are Cal Card purchases pre-approveO Oy tne
commander? X Yes ! tto n N/A Remarks:

15. Have allcardholders received trainingffi
Depa rtment's procurement processes? X Yes nruo n ru¡n Remarks:

16. Are item(s) purchased with the Cat Card prohibited
by departmental policy? I yes XNo n ¡l¡n Remarks:

CHP 680D (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Stockton - 265
Division:
Valley

Number:

Evaluated by:

Lt. Larrv Chambers
Date:

02-01-09
Ass¡sted by:

Annette Lawton
Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks' section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

f] Executive Office Level ! Voluntary Self-lnspection

,ead lnspector's S¡gnature:

,i,^ c)/L /r, .

Follow-up Required:
ilYes X No

LJ Follow-up lnspection "w'ffiir',, Daþ: /

o,lnloq

For applicable policy, refer to: HPM 1 1.1, Chapter 22 U

1. fs a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value? X Yes

nruo nvn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceedin g $4,999.99? X Yes n ¡lo nnn Remarks: Administered through the

Facilities Section

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes nruo X N/A Remarks: CSU

4. ls the performance of contract services monitored
and documented? X Yes n ¡¡o fl ru¡n Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes nruo n n¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo n ru¡n Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes n ¡lo E ru¡n Remarks:

B. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
7BA?

X Yes E tr¡o n ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 0.10



Page 2 of 4
STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command procurements
Contracts

9. Are requests for contractm
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes !No n rut¡

f] ¡l¡n

Remarks:

10. ls all work completeo a@
Department before expiration of contract agreement? X Yes fl t'¡o Remarks:

ÊrE urrnr.rirL;r servtces penormed accorcling to the
quality, quantity, objectives, timeframes, anO ¡n tne
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes !ruo nNn Remarks:

12. Are invoices for payment r@
substantiate expenditures for work performed and to
prevent penalties being assessed?

XYes nruo I rula Remarks:

ñr Ë u(rr r.r dut cxpenetrures monllored to ensure there
are sufficíent funds to pay for all services rendered
as required by contract?

X Yes nNo nrun Remarks:

X Yesa I I re q u i re m e n ts or t il' .il;" 
"'ti 

äi#åïïi:,;ili iro"
final invoice?

Ã

n ¡¡o flru¡n Remarks:

ilr.lltcu ilf to approveo, as
appropriate and fon¡yarded to Fiscal Management
Section for payment?

XYes nruo nrun Remarks:

ñf ç ail dppiludute torf n secltons oI tne ÇHp (g
completed? XYes nruo

nruo

n ruln

-LJ NiA

Remarks:

17. Do emergency contracts
sudden, unexpected occ
and imminent danger, re
mitigate the loss or impairment of life, health,
propedy, or essential public services?

X Yes Remarks:

Ars dr urrpruyees assoctaleo wttn tne management
of a contract completing the CHp ZgS, Conflict of
lnterest Statement, Employee, form?

X Yes nruo X ru¡n Remarks:

^r ç pr uurtr;il ts uut tuetf il j.tg Ine conlractor s
performance fuliy documented in writing and made a
part of the contract manager,s contract file?

X Yes f] trlo I rutn Remarks:

nre vurr(¡qur drrururret tt teques{ oollar amoUntS
increased more than 30%? l-l Yes XNo L-l t'¡ln Remarks:

CHP 680F (Rev 09-0s) OPI 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 . ls the length of the contract amendment request
more than one year? n Yes XNo n N/A Remarks:

22- Are amendments requested before the expiration of
the original contract? XYes n ¡¡o n ru¡n Remarks:

23. ls a service contract on a CHp 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,g9g.gg in
totalcost?

! Yes !ruo X N/A Remarks:
Area has never used this type of
servtce.

24. Do conference room rentalcosts exceeding the $S00
per day limit have pre-approval from Assistant
Commissioner, Staff?

n ves nruo X N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) ConsultingServices

Yes n l¡o X N/A Remarks: Area does not have or
utilize any of the services listed.

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
('1 1) Laundry/Linen Service
() O'ffice Machine Maintenance and Repair
(13) Painting Services (interior of facility)
('14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) ïelevision Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

X Yes Druo n ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGR.AM
INSPEGTION CHEGKLIST
Ghapter 3, Command Procurements
Contrabts

27 . Are all driver license and fingerprint information
fon¡yarded to Contract ServiCes Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes !ruo n ¡¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes !ruo ! N¡n Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes nruo []Nn Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes No n ¡l¡n Remarks:

31. ls a computer file prepared for all contracts
adrninistered? n Yes XNo nrun Remarks: CSU

32. ls a spreadsheet prepared listing all expenditures?
XYes I nruo !vn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes !ruo n N/A Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes n ¡lo n ru¡n Remarks:

35. Do consultant services contracts of $,l,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.j)

! Yes n ¡lo X N/A Remarks:

36. Does the contract file contain the STD 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.S)

! ves nruo X N/A Remarks: CSU

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. .1, Ch.4, Section 4.09) X Yes ! ¡lo n n¡n Remarks:

38. Are the requirements for Government Code Section
'191 30 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch.7 , Section 7.05)

J Yes !No X N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4, Seciion 4.09)

I ! ves E ¡lo X N/A Remarks: CSU
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapte:' 3, Coiilmand Procurement5
Purchases

Page 1of 3

uommand:

Stockton - 265
Division:
Valley

Number:

Evaluated by:

Lt. Larry Chambers
Date:

02-01-09
Ass¡sted by:

Annette Lawton
Date:

^tt*.ttÑffi.. *:orrT"ut"r, *nn "iI-rîãL", ñ:,, ," ,n" oil indicated. Any discrepancies with poricy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucÍr
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspectíon

Lead lnspector's Signature:

d.=' L,l'E/,r.
Follow-up Required:

XNoYes ! Follow-up lnspection
Date: ,

alnlú
For applicable policy, refer to: HPM 1 1.2, Chapler 7 \/

1. Are participants in the procurement process at the
cornmand level familiar with the related policies and
procedures for purchasing?

X Yes nruo n ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes n ¡¡o fl N/A Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! ves XNo n ruln Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes nruo nvn Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes nruo Ivn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes I tlo T ¡¡¡N Remarks:

7 Are expedited requests for the purchase of goods
fon¡uarded to the Assistant Commissioner, Staff, for
approval?

X Yes Eruo I ruln Remarks: Only after Division
approval. For Field Equipment
Emergencies
Etc;
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGR,AM
INSPECTION CHEGKLIST
Chapter 3, Cot ¡,.mand Procurements
Purchases

8. Do specialized items purchãsed contaiñ tfre
appropriate Division, and/or Opl approvals? X Yes nruo !vn Remarks:

ñrE LrrE vnr +J, rurcnasg Kgqulslllons,
competitively bid? X Yes n rvo n ru¡n Remarks:

uusÐ u rn \,rlr o tc, rflce uompanson workshegt,
document at least two price quotations? X Yes nruo !run Remarks:

nrE Lurr.Eu vurrpeultve E loolng purcnase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes DNo n ¡¡¡n Remarks:

ñ¡E Lrr fChase feqUeStS
for item departmental
equipm 35SS.3?

X Yes !ruo n ru¡n Remarks:

13. Do Non-Competitive Bid (NCB) ptrrcfìase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nruo ! ru¡n Remarks:

ñr Ir rLcr I rù ur teuKeu trnmeotalely lor content and
damage when delivered? X Yes nruo n ru¡n Remarks:

rù U rE reucrveu uopy or Ine purcnase order
approved, dated, and fon¡¡arded to the Fiscal
Management Section (FMS), Account payable Unit,
within three business days of receipt, if ali items are
accepted?

X Yes !ruo n ru¡n Remarks:

^rç ilçrVr rr dilu/ut piluKtrtg silpS allacne0 tO lne
received copy of the purchase order and sent to
FMS?

X Yes n ¡lo n ru¡n Remarks:

rù r rvru pr uvruËu d ploruuopy or tne purcnase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes fl ¡lo I ruzn Remarks:

,o Lr rs vr rvil rqr tcuútvcLj uupy tgtalneo oy lng
cornmand for completion and forwarding to the FMS
when the complete shioment is reccirrer.t?

X Yes trruo I ru¡n Remarks:

ñr E udrrdt¡Ëu rLerts uelvereo oy common carr¡er
acknowledged on the freight bill by the carrier,s driver
before being accepted?

X Yes tr t',lo tr N¡n Remarks:

CHP 680C (Rev 03-08) Opt 0.10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Co, 

'lmand 
Procurements

Purchases

20. ls Purchasing Services Unit (pSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes fl¡to !run Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n ¡¡o n ruln Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic4)

X Yes nruo nrun Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

X Yes nNo n ¡¡ln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

Yes XNo Erun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand procurements
X-Numher Pro3ram

Page 1of 2

uommand:

Stockton 265
Div¡sion:

7,/4 t-z-€./
Number:

Evaluated by:

Lt. Tim Port
uale:

12t24t2008
Ass¡sled by: Date:

ll in the blanks as indicated. Any discrepancies with policy,
mmented on via the'Remarks" section. Additionally, sucir
ocument and addressed to the next level of command.

TYPE OF INSPECTION

! Division Level [tCommand Level

! Executive Office Levet ! Voluntary Self-lnspection

Lead lnspeclor's Signeture:

l-ollow-up Required:
IYes Xruo

l_l Follow-up lnspection C omñ'a nderr*s Sionalu¡at V-/ç/#j"",,-../- Date:

For applicable policy, refer to: HpM 1 1.1, Chapter 23 (
/

i-\r e iltutupte 
^ t\umoefs aWAfOed tO the Same VendOf

to circumvent the $4,ggg contract limit? ! Yes Xruo !run Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes nruo ! ¡ln Remarks:

3. DoX Numbers requiring a co@
landscaping) have príor approval from the Business
Services Section commander?

X Yes nruo n N/A Remarks:

4. Are X Number requests made prioito the date tfre
services are performed? I Yes nruo nrun Remarks:

5. Are X Numbers issued for a one-t¡nre use?
X Yes ll tto l-l run Remarks:

6. Are prohibited services performeO usingran X
Number? n yes Xruo nrun Remarks:

7. Are X Numbers used for the procurenrent of a
service and not the purchase of a commodity? X Yes nruo nrun Remarks:

o. rrre ^ t\urnoers tssueo lor telecommunications
related services pre-approved by
Telecom munications Section?

I Yes nruo E ¡r¡n Remarks:

9. Do X Numbers used for facilities réøteO servrces
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

I Yes fl wo n ru¡n Remarks;

10. Do X Numbers issued for lapsed contrãõtuãt
agreements have prior approval by the appropriate
Assistant Com m issioner?

I Yes nruo trrun Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo nrun Remarks:

12. Do allX Numbers awarded to a small business
, vendor contain the small business certification
the Department of General Services (DGS)?

from X Yes nruo nrun Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes !ruo ! N/A Remarks:

14. Do emergency service X Numbers document and
justify the emergency? I Yes n ¡lo !run Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X yes n ¡lo nrun Remerks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNU\
DEPATITMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT :-=::::::::-___
INSTRUCTIONS: e typed. che ,Enter 

the chapter

number of the ins lnspection nu he document

shall be routed to document sh ewide

improvement, ide rective action m may be used if

:-:=-:::::=-:::::::::::::

additional is required.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level

n Corrective Action Plan lncluded

n Appeallncluded

n nttænments lncluded

Follow-up Required:

nYes X ruo

Forward to:
Valley Division-

Due Date: 12131108_

'¡rfnà

2
Date:

12t3t08

None.

ln response to a Comm-Net Message dated Septembe t 22,2008, the South Sacramento Area

conductecl a comprehensive evaluat¡on of the Command's procurements to ensure compliance with

deparlmental policy. No discrepancies were noted.

The following documents were completed as part of thís inspection:

. Exceptions Document

. Command Procurements Cal-Card Program lnspection Checklist

. command Procurements contracts lnspection checklist

. Command Procurements Purchases Checklist

. Command X-Number Program lnspection Checklist

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEP¡.RTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

South Sac
Division:
Valley

Chapter:
3

lnspected by:

Captain A. R. Jones,#11718
Date:

1213l08
Page 2

N/A

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

South Sac
Dvson
Dvson

Chapter:
3

lnspected bY:

Captain A. R. Jones,#11718
Date:

1213l08

N/A

Review/Decision: (This shalt be the only level of

N/A

CHP 680A (Rev 09-08) OPI 010
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Page 1of 2

Command:

South Sac
Division:
Valley

Number:
252

Evaluated by:

A. R. Jones
Date:

121312008

^er¡elev 
vr.

OSSI A. lglesias

Date:
1A312008

::-::::

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

INSTRUCTION or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal e commented on via the'Rernarks" section. Additionally' such

discrepancies ¿ ns Document and addressed to the next level of command.

Furthermore, th /or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

fl Division Level X Command Level

! Executive Offlce Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Oe
Follow-up Required:
l-l Yes X tlo

! Follow-up lnspection ^W"E^ffi,*
For applicable policy, refer to: HPM 1 1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emplovee. form?

X Yes !No ! N/A Remarks:

2. Are STD. 21Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes nNo fl N/A Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
ulilized?

X Yes lNo n ¡yn Remarks:

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

X Yes nruo Xvn Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes trNo nvn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

I ves INo E ¡r¡n Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase Iimits? n ves X tlo !vn Remarks:

8. Does the CHP 3'1 7 Cal Card Log fully describe the
purchase? I ves INo I nln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receiptsiinvoices? X Yes I t'lo fl N/A Remarks:

CHP 680D (Rev 09'08) OPI 010
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STATEOF CALIFORNIA

óepnnruerur oF oALIFoRNIA HIGHWAY PATRoL

ôouunND tNSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

erlY authorized

@sforreturneditems
maintained with the bank statement?

ffi ase receiPts/invoices

document the purchase by listing the commodity'

tuantity, and unit price of the item(s) purchased on

the bank statement.

ffiinasecurearea?
@ pre-approved bYthe

ffi received training on the

Department's procurement processes?

al Card Prohibited

by departmental PolicY?

CHP 6B0D (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Contracts

Page 1of4

Command:

South Sac
Division:
Valley

Number:
252

Evaluated by:

A. R. Jones
Date:

1210312008
Assisted by:

Sqt. B. Maffei
Date:
1210312008

INSTRUCïloNS: Answer individual items with "yes" or "No" answers, or fill in the blanks as indicated. Any discrepa"ti""^y]11,p:li1'
ll\rJ I ñUV I lvlìu. ^l 

rrYv

appticable lesal statues, or deficiencies noted in the inspections shall be c:1m:1t:e.d-"1"]ijl:^I: ,:iS':^Y"11;,,j?o"lÏ)Îlt"l"u"n;ir".äï.ã:;,iiü;';"*ä;;ìiil;;;;ä;;;n elcept¡ons Document and addressed to the next level or command
,, - -¡!^-r-\ !^r-^Â lf +hi¡ fa¡m ia rroa¡l ac r FnlluIùulgPol rurso sr ¡v,vr vvr

Furthermore, the Exceptions Doc lment shall incluáe anv fottow-up and/or corrective action(s) taken' lf this form is used as a Follow-up

lns the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected'

ffiE oF tNSPEcrloN

fl Division Level X Command Level

! Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

0e
Follow-up Required:
n yes E t¡o

! Follow-up lnspection

-u-
For applicable policy, refer to: HPM 1 1.1, Chapter 22

tTls a cnp za Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes lNo n N/A Remarks:

2. ls a CHP 76 Contract Request used for one-time
services exceeding $4,999.99? I ves INo I N¡n Remarks:

X Yes nruo n ru¡n Remarks:3. ls the Office of Primary lnterest (oPl) tracKlng

numbering beginning with the requesting command

three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

Fthe pedormance of contract services monitored

and documented? X Yes nNo nvn Remarks:

5.lre ail coples of correspondence with the vendor

maintained? I Yes XNo nvn Remarks:

fficts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?
X Yes nruo I NiA Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?

X Yes INo I nln Remarks:

ned,
als
1.1,
P

78A?

X Yes nruo I ruln Remarks:

CHP 6B0F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND ¡NSPEGTION PROGRAM
INSPECT¡ON CHECKLIST
Chapter 3, Command Procurements

Contracts

less than six
date of the contract
issioner, Staff, for

expedited processing?

I Yes nNo ! n¡n Remarks:

X Yes fl No n Nln Remarks:10. ls all work completed and accepteo Dy Ine

Department beiore expi ation of contract agreement?

X Yes nNo n Nln Remarks:11. Are con 19 Lu tr ru

quality, a.nd in the

manner vlew

progres

X Yes nNo ! n¡n Remarks:12. Are invoices for payment revlewed ano approveo tu

substantiate expenditures for work performed and to

prevent Penalties being assessed?

X ves nNo n N/A Remarks:13. Are contract expenditures mon¡tored to ensure rrlere

are sufficient funds to pay for all seryices rendered

as required bY contract?

X Yes ENo n N/A Remarks:14. Does the requestor verity tne conrraclor

all requirements of the :ontract before approving the

final invoice?

I Yes ENo n Nln Remarks:15. ls the final invoice identified and approveo' as

appropriate and fon¡varded to Fiscal Management

Section for PaYment?

X Yes nNo T N/A Remarks:'16. Are all applicable form sectlons oT tne uHr /o
completed?

X Yes nNo n ru¡n Remarks:

X Yes trNo tr N/A Remarks:18. Are all employees assoc¡ated wltn tne managelrlerrt

of a contract completing the CHP 7BS, Conflict of

lnterest Statement, EmPloYee, form?

I ves trNo Ivn Remarks:19. Are problems concerning the contractors
perfòrmance fully docu tented in writing and made a

part of the contract manager's contract file?

lX Yes fl trlo l--l NiA Remarks:20. Are contract amendment request dollar amounrs

increased more than 30%?

CHP 6B0F (Rev 09-08) OPI 010



Page 3of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n Yes XNo nvn Remarks:

22. Are amendments requested before the expiration of
the original contract? X Yes !No nrun Remarks:

Z3)s a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

n Yes nNo Xvn Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes nNo Xvn Remarks:

ZS. Are California Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(41 JanitorialServices
(5) ConsultingServices

n Yes nNo x N/A Remarks:

20. ts a driver license check conducted for, but not

limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(S) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interiorof faciliiy)
(14) Plumbing Services
(1s) S RePair
(16) S s (CarPet, not scales)
(17) T lular, satellite, and regular)
(18) T aintenance and RePair

(19)Uninterruptible Power Supply Maintenance and Repair

! Yes nNo X N/A Remarks:

CHP 680F (Rev 0s-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

n. nre all driver license and fingerprint information
fonruarded to Contract Services Unit (CSU)' along
with the contract number for retention after
Commander review?

n Yes nNo Xvn Remarks:

Zg. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes fl No Xvn Remarks:

29. Ar-e ail ¡nvoices, records, and relevant documentation
maintained for three vears afier the final payment of
the contract?

X Yes !No !vn Remarks:

SO. ts a togsheet maintained for a diary of activities
related to the contract? X Yes nNo fl N/A Remarks:

3t ls a computer file prepared for all contracts
administered? X Yes nNo ! N/A Remarks:

32.lsa spreadsheet prepared listing all expenditures?
I Yes nNo n N/A Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes n ¡lo n ru¡n Remarks:

ga. ls the contractor contacted to determine if all invoices

have been received in order to oversee the
completion of the contract?

X Yes nNo ! N/A Remarks:

35. Do consultant services contracts of $1,000 or more

contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Seciion 3.02.1)

X Yes !No X ru¡N
Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

tr Yes ff t'lo X N/A Remarks:

37. Does Contract work only begin after approval of the

final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes !No Ivn Remarks:

38-qre the rcquirements for Government Code Section

19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol' l,

Ch. 7, Section 7.05)

! ves I t'lo X ru¡N Remarks:

39-qre any contract payments made prior to the final

approval and execution of the contract? (SCM Vol' I

Ch.4, Section 4.09)
f, ves X tlo n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:

South Sac
Division:
Valley

Number
252

Evaluated by:

A. R. Jones
Date:

121312008

OSS
I bv:

14. lglesias
Date:
12t312008

INSTRUCTIONS: Answer individual items with 'Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the'Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the box shall be marked and only deficient items need to be

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Ofl'ice Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

nc
Follow-up Required:
IYes Xruo fl follow-up lnspection

*w'"ë'wtu
For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policíes and
procedures for purchasing?

X ves nNo n nln Remarks:

2. Have Approversireviewers of purchases received
procurement training? X Yes !No ! rutn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes X t¡o n N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes XNo n ru¡n Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? I Yes INo fvn Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I ves n ¡lo n ruln Remarks:

7. Are expedited requests for the purchase of goods
fon¡¡arded to the Assistant Commissioner, Staff, for
approval?

I Yes n ¡lo X ruln Remarks:



Page 2of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nNo nvn Remarks:

L Are the CHP 43, Purchase Requisitions,
competitively bid? I Yes n ¡lo nrun Remarks:

10. Does the CHP 315, Price ComparÌson Worksheet,
document at least two price quotations? X Yes nNo nvn Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

n Yes fl No x N/A Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes ! I,lo x NiA Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes nruo x N/A Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes nruo fl N/A Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

I Yes n ¡lo n N/A Remarks:

16. Are freight and/or packing slips attached to the
received copy ofthe purchase order and sent to
FMS?

I Yes f] l'¡o tr N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I ves trNo fl N/A Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

I ves I Irto I ¡¡IA Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes f] t'lo nva Remarks: Sometimes, items are not
immediately opened at the busy front
counter
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nuo n N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes nruo Ivn Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SGM Vol. ll, Ch. 11, Topic 4)

X ves I t'lo nvn Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic '11)

I ves n ¡¡o n N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes XNo fl NiA Remarks:



trUlty
Page 1 of 2

uommano:

South Sac
Div¡sion:

Vallev
Number:

252
Evaluated by:

Capt. A. R. Jones#11718
Date:

12t3t08
Assisted by:

OSSI A. lqlesias, #411652
Date:

12t3t0B

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fu¡thermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

TYPE OF INSPECTION

n Division Level n Command Level

n Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

n¿
Follow-up Required:
l_l Yes x trlo

ll Follow-up lnspection

For applicable policy, refer to: HPM 1 1.1 , Chapter 23

V

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes X tto ! N¡n Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes n ¡lo n ¡vn Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

n Yes nruo X Nln Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo n ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
I Yes n ¡lo l-l N¡n Remarks:

6. Are prohibited services performed using an X
Number? I Yes X lr¡o n ru¡n Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes XNo n ru¡n Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommu n ications Section?

E Yes n ¡¡o X ruln Remarks:

9 Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes I trlo X ruln Remarks:

'10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

E Yes Ino X N/A Remarks:

CHP 6B0E (Rer 09-08) OPI o1o
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STATE OF CALIFORNIA
DEPARTMENÎ OF CALIFORNIA HIGI.I\A/AY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes ! f.¡o E f.¡ln Remarks:

12. Do allX Numbers awarded to a smallbusiness
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes f] trlo D ruln Remarks:

13. Does the file documentation contain the STD. 2l
Drug Free workplace certification for X Number
vendors?

X Yes ! t'to n ru¡n Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nruo ! ruln Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nNo n ru¡n Remarks:

cHP 6e0E (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNLC HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIO,'IS DOCUMENT

additional space is requi

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection numuer. Under 'Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective action plans, and may be used to appeal flndings, A CHP 51 Memorandum may be used if

lnspected by:
Lieutenant T. Malone
OSSI Carol Tudesko / OA Stacie Brooks

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Offìce Level

fl Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

n Yes X t'lo

Fonuard to:
Valley Division

Due Date: 1-30-2009

Date:
12-29-2008

lnspector's Comments Reqardinq lnnovative Practices:

No innovative of remarkable practices were found during this inspection. The Area follows established

practices and procedures as outlined in the applicable policies.

The Office Services Supervisor I suggested the Deparlment purchase mass quantities of items such as

paper and toner cartridges to reduce the cost of buying small quantities in each Area.

Under certain conditions, eliminating the requirement to purchase items through small businesses who

in turn purchases the item from a larger business and marks up the price would save the Department

funds.

Findin

The Area has been following established practices, policies and procedures as outlined in HPM 11.1,

Chapter 22 and 23 as well as HPM 1 1.2, Chapter 3 and 7, with few exceptions.

ln regard to Command Procurement Purchases; the Area was not attaching the freight and/or packing

slips'to a copy of the purchase order and sending it to FMS. The Area has been made aware of this

requirement and has resolved to accomplish this in the future.

ln reference to small business or DVBE; the cerlification letter had not been maintained in the file and

only recently has the Area been including this letter in the file.

The Area has not been utilizing the CHP 7BS, Conflict of lnterest Statement - Employee, for employees

completing purchase requisitions and Cal-Card holders. The form has been distributed to those

employees for completion and inclusion into the appropriate files.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

lnspected by:
Lieutenant T. Malone
OSSI Carol Tudesko / OA Stacie Brooks

Commander's SE:

The identified deficiencies were relatively minor in nature.
comply with established policies and procedures set forth
deficiencies have been addressed and corrected.

The Area staff has made
in the governing manuals.

a diligent effoft to
All identified

lns r's Comments:

None.

Corrective Action Plan/Timeline

All identified deficiencies have been corrected.

CHP 680A (Rev 09-08) OP¡ 010



STATE OF CALIFORNL\
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3'

lnspected by:
Lieutenant T. Malone
OSSI Carol Tudesko / OA Stacie Brooks

RevieMDecision: ffhis shatt be the onlv level of

W Date:
12-29-2008

Respgfiding C{rrnO"r'. Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-jWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1 of2

Command:
South Lake Tahoe

Divis¡on:
Valley

Number
246

Eveluated by:

Lieutenant T. Malone
Dale:

12-29-2008
Assisted by:

OSSI Carol Tudesko / OA Stacie Brooks
Date:

12-29-2008

INSTRUCTIONS: Answer individual items with "Yes' or'No' answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the 'Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

ryPE OF INSPECTION

fl Division Level XICommand Level

fl Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
ll Yes X ruo

l_l Follow-up lnspection Date:
12-29-2008

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes ! t¡o n ru¡n Remarks:

2. Are STD. 21Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes ! tlo nrun Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes nNo !vn Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes nruo I ¡ln Remarks: Automotive fluids; oil,
transmission fluid, brake fluid.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes n ¡¡o T ru¡n Remarks: The Area recently started
filing certification letters from DGS in

the file.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes I ¡lo fl NiA Remarks: The A¡ea makes the
majority of purchases from Office
Depot after price comparisons are
made.

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n Yes X ¡to fl N/A Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes XNo trrun Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes fl No n ru¡n Remarks:

CHP 6B0D (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.I\A/AY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes ! l,¡o E ru¡n Remarks:

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes ! t¡o nNn Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes ! ¡lo nrun Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes f-ì tto l--l ¡¡n Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes ! tlo fl ru¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes nruo fl N/A Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? n Yes X lvo n N/A Remarks:

CHP 680D (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4

Command:
South Lake Tahoe

Div¡s¡on:
Valley

Number:
246

Evaluated by:

Lieutenant T. Malone
Date:

12-29-2008
Assisted by:
OSSI Carol Tudesko i OA Stacie Brooks

Date:

12-29-2008

INSÏRUCTIONS: Answer individual items with "Yes' or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks'section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Fgllow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:tu
Follow-up Required:
|-l Yes X t'to

lJ Follow-up lnspection ru Date:
12-29-2008

For applicable policy, refer to: HPM 1 1.1, Chapter 22
/{

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes nruo n ¡¡n Remarks:

2 ls a CHP 78 Contract Request used for one{ime
services exceeding $4, 999. 99? X Yes Eruo nrun Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

X Yes nruo n ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? X Yes f] tr¡o n ru¡n Remarks: Documentation is made by

sending email messages and
subsequentlv placed into the file.

5. Are all copies of correspondence with the vendor
maintained? I Yes E tto trrun Remarks:

6. Are letters for contracts dgcumented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes I t'lo n ¡¡n Remarks: This has been
accomplished by email and
subsequently placing the email
messaqe in the file

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

f ves I trlo I N¡n Remarks:

8. Are all required levels of approval/signature obtained
including the required documentation and approvals
for expedite and emergency contracts per HPM 11 1,

Chapter 22,before forwarding the CHP 78 or CHP
78A?

I ves trruo E ruln Remarks:

CHP 68oF (Rev 09-oB) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes nNo nrun Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes ! l,¡o nrun Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes n ¡lo n ru¡n Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes E t¡o nrun Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I Yes D t¡o n ru¡n Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes n ¡lo nrun Remarks:

15. ls the final invoice identified and approved, as
appropriate and fon¡varded to Fiscal Management
Section for payment?

X Yes n ¡lo nrun Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo nrun Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or ímpairment of life, health,
property, or essential public services?

I Yes E t¡o nvn Remarks: The Area most recently
had a situation that caused sewage
fumes to back-up into the front office.
Documentation was provided to
facilities section in order to facilitale
the emergency work. .

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

I Yes ENo n ru¡n Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes n ¡to nvn Remarks: When problems occur,
email messages are senl and made
part of the contractors f¡le.

20. Are contract amendment request dollar amounts
increased more than 30%? n Yes n ¡lo X ruln Remarks: The Area has not this

occur.

CHP 680F (Rev 09-08) OPI 0'10



Page 3 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment requeit
more than one year? ! ves X t¡o !run Remarks

22. Are amendments requested before the expiration of
the original contract? I Yes nruo x N/A Remarks

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,gg9.gg in
totalcost?

! ves nruo Xrun Remarks: The Area has nol had a
siluation exceeding this dollar
amount.

24. Do conference room rental costs exceeding the gS00
per day limit have pre-approval from Assistant
Commissioner, Staff?

X ves fl ¡lo nrun Remarks:

25. Are California Department of Justice (DOJ)and
Federal Bureau of lnvestigation (FBl) finqerorint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janito¡ialServices
(5) Consulting Services

X Yes n ¡lo nrun Remarks:

26. ls a driver license check conducte
limited to, all of the following types
the contractor and/or specifically a
are scheduled to be on-site for mo

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance an
(5) Dishwasher Maintenance and Re
(6) Elevator Malntenance and Repair
(71 Fire Extinguisher Service
(8) Garage Door Maintenance and R
(9) Graphic Arts Equipment Maintena
(10) Heating, Ventilation, and Air Cond
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and
(13) Painting Services (interior of facili
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet,
(17) ïelephone Services (cellular, sate
(18) ïelevision Equipment Maintenanc
( 1 9)Uninterruptible Power Suppty Mai

nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements
Contracts

Page 4 of 4

27 . Are all driver license and fingerprint information
fonuarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes fl tto E ru¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes nruo nrun Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X yes n ¡¡o !run Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes n ¡¡o n N/A Remarks:

31. ls a computer file prepared for all contracts
administered? ! Yes X t'to n N¡n Remarks: Hard copy files have been

maintained.

32. ls a spreadsheet prepared listing all expenditures?
X Yes INo n ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nruo []run Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes nruo !run Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

I Yes nruo X ru¡n Remarks: The Area has not had the
need for consultant service contracts.

36. Does the contract file contain the STD 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

n Yes X ¡lo X ruin Remarks: The Area has not had any
consultant contracts.

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes INo n ru¡n Remarks:

38. Are the requirements for Government Code Section
19'130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

I Yes E ¡¡o X N/A Remarks: The Area has not had any
personal service contracts

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes X trto n N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of 3

Command:
South Lake Tahoe

Division:
Valley

Number:
246

Evaluated by:

Lieutenant T. Malone
Date:
12-29-2008

Assisted by:
OSSI Carol Tudesko / OA Stac¡e Brooks

Date:
12-29-2008

INSTRUCTIONS: Answer individual items with "Yes" or 'No' answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of comrnand.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
ficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

-ead lnspector's Signature:

Follow-up Required:

!Yes Xruo ! Foltow-up lnspection

uate:
12-29-2008

For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
comrnand level familiar with the related policies and
procedures for purchasing?

X Yes I I'lo fl N/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? X Yes ! l,lo n N¡n Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

! ves X trlo []un Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

I Yes X tlo INN Remarks:

5. ls all required information entered on the CHP 43,
Purchase Requisition? X Yes ! tlo [] ruln Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes I tlo fl N/A Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Asslstant Commissioner, Staff, for
approval?

I Yes fruo fl N/A Remarks: These requests are routed
through Valley Division first.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X yes nNo Dnn Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes ! t¡o nnn Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo n ¡un Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

! Yes nruo XruN Remarks: The Area has not
encountered a situation where we
needed to purchase a sole brand.

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes fl No Xrun Remarks: The Area has not had any
Limited Competitive Bidding
purchases.

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

flYes E l,lo X ¡¡¡n Remarks: The Area has not
completed any NCBs.

14. Are items checked immediately for content and
damage when delivered? X Yes nruo nvn Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes fl l,lo nrun Remarks:

16. Are freight andior packing slips attached to the
received copy of the purchase order and sent to
FMS?

! Yes Xruo nvn Remarks: This procedure has nol
been ulilized in the past. Freight and
packing slips will be attached in the
futu re.

'17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes nno I ¡ln Remarks:

18. ls the original "received copy" retained by the
command for completion and foruvarding to the FMS
when the comolete shioment is received?

X Yes E tlo Erun Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

n Yes I ¡lo X ruln Remarks: The Area has not
encountered any damaged items.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Remarks: The Area has nol
encounlered th¡s situation. lf this
occurs, the procedure will be
followed.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
Public Contracts Code Section 10329
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIíWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2

Command:
South Lake Tahoe

Division:

Valley
NumÞer:

246
Evaluated by:

Lieutenant T. Malone
Date:

12-29-2008
Assisted by:

OSSI Carol Tudesko / OA Stacie Brooks
Date:

12-29-2008

:::::::::: ::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No'answers, orfill in the blanks as indicated. Any discrepancies with policy'

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks' section. Additionally' such

Oiscrepancieõ and/or deficiencies shall be documenteO'on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lns , the "Follow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
|_lYes Xruo

! Follow-up lnspection W Date:
12-29-2008

For applicable policy, refer to: HPM 11.1, Ghapter 23
/L

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? ! Yes XNo nrun Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? X Yes nNo nrun Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes nruo ! ru¡n Remarks: This has been
accomplished through Facilities
Section.

4. Are X Number requests made prior to the date the
services are performed? X Yes ! l.to n N/A Remarks:

5. Are X Numbers issued for a one-time use?
X Yes I lrto l-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? n Yes XNo fl N/A Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nruo nnn Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved bY

Telecomm unications Section?
n Yes nruo X N/A Remarks: The Area has not recently

requested any X-numbers for this
purpose.

9. Do X Numbers used for facilities related services
(such as roof repair, electrical)costing over $1,000
have prior approval from Facilities Section?

I Yes Eruo I ruln Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Com m issioner?

I Yes f ¡¡o Xnn Remarks: The Area has not
encountered this situation

CHP 68OE (Rev 09-08) OPl 010



Page 2 of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PA'IROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes nruo fI run Remarfts:

12. Do allX Numbers awarded toffi
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes fl ruo !run Remarks:

13. Does the flle documentation conta¡n the STD. 21
Drug Free workplace certification for X Number
vendors?

I Yes fl lrlo nrun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nruo n N/A Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command,s files? X Yes !ruo n ru¡n Remarks:

cHP 680E (Rev 09-08) OPt 010



t/UHY
,iTATE OF CALIFORNIA
òepnRrve Nr oF CALTFORNTA HTGHWAv pATRoL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
::::::::-: =:::--:::::::::::::: -:::::::::::::::::::::::::::::::::::::-:=:::::
truslil.UcT|oNS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number- Under "Fon¡rard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed defìciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

) 2 u'l
A¡ sf

Command: San
Andreas Area

Division: Valley Chapter: 255-08-004
Cal-card

lnspected by:

Officer KellY Abercrombie

Date. 1 1/18/08

additional space is required.

n Corrective Action Plan lncluded

! Appeal lncluded

X Rttachments lncluded

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

Commander's Signature:

Za/
/t'

Fonryard to:
Valley Division

Due Date: 12118108

Chapter lnspection:

's Comments Reqardinq lnnovative Practices:

Follow-up Required:

!ves Xruo

The OSSI has created a Calcard log where local numbers are ass¡gned to each Calcard order/invoice

This allows easier reconciliation between the invoices, bank card log and the statements.

e lmProvement:

None.

lnspector's

Area OSSI, Automotive Technician, OA, Custodian and Special Duty officer are very aware of the

policies surrounding the use of the Cal-Card Program.

On 11 l17lO8 the 78S form were completed by all appropriate employees.

Cl ll) Duù^ (lìev c! otlj Ol'l 010



drnrE or ònltronrutn
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS'DOCUMENT
Page 2

lnspected by: Officer Kelly Abercrombie

As of 11117108 all employees affiliated with the Cal-card program have completed a 78S.

Required Action

Corrective Action Plan/Timeline

Corrections made.

CllP 6B0A (Rev 09 OB) OPI 01o



LînrE or bnuroRrun
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page p

Process: (Appeals shall be fited within five (5)öusrness days of the completed chapter

Commander's Basis for

N/A

Lead þspector'qS tgnature.

)/.il //¡ t ,

Date:

¡tltzlt)B
eal): *.r.r'

,// -l-+*l

,.-t'

Cl lP 680/1 (Rev 09-08) OPI 010



,roTE or aoUFoRNlA
DEPARTMEIIIT OF CALIFÐRNI,A HIGI{WAY PATROL

CO MMAND I.}.IS P ECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Cal-Card Program

Page 1 o'12

Command:
San Andreas Area

Division:
Valley

Number:
255-08-004
Cal-card

Evaluated by:
Officer Kellv Abercrombie

Date:
11t17 t08

Assisted by:
OSSI J. Burkman

Date:
1 1/1 B/08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" sect¡on. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of .command.
Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
llrspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

! Division Level I Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

//2, /',
Follow-up Required:
l-l Yes X ruo

Ll Follow-up lnspection fÍan0ers brgnatufe:

'zz%
For applicable policy, refer to: HPM 1 1.2, Chapter 3 //

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

tr Yes X t'¡o n N/A Remarks: Completed 7BS 11117108

for all employees associated with Cal-
card. See attached

2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

I ves tr ¡lo J ruln Remarks: A binder contarns vendors
in alphabetical order with
certificatiôns, and Std. 21 and204
attached

3 Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes I trlo [] ¡yn Remarks: See Cal-card binder

4 Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

5 lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X ves I ¡lo nvn Remarks: The recycled content
certifications is sent to vendors as
needed and maintained w¡th invoices

X Yes n ¡lo E N/A Remarks: The DGS certifrcation
letters are maintained in lhe Cal-card
binder.

6 When fair and reasonable rs utilized, is the fair and
reasonable method documented and properly
ju stified ?

I Yes fruo I ru¡n Remarks: This is determined by using
the CHP 315 and the OSSI's
expenence

7 Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes XNo Evn Remarks: lllegal

8 Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes E tlo E Nln Remarks: Yes, and includes local

assrgned Cal-card log w/invoice
number

I Are bank statements reconr
Cal Card Log and the recei¡

iled with the CHP 317
ts/invoices? X ves E t¡o D rule Remarks: A rev¡ew of the binder

showed reconciliation between log
and involces

CllP 6B0D (lìev 09 08) OPI 010
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STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND ¿NSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Page 2 of2

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes nruo n ruln Remarks: A rev¡ew of the Cal-card

binder shows proper maintenance

1 1. Are credit invoices/receipts for returned items
maintained with the bank statement? ! Yes nruo X N/A Remarks: This has seldom occurred.

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

n Yes XNo n ruln Remarks: Policy is being followed as
referenced in HPM 11.2,P9.3-12

13. Are Cal Cards maintained in a secure area?
X Yes ll tlo l-l ¡un Remarks: Locked in OSSI's desk.

14. Are Cal Card purchases pre-approved by the
commander? I Yes fl No ! Ntn Remarks: Generally, but OSSI

makes decisions when Lt is not
available.

15. Have all cardholders received training on the
Department's procurement processes? X Yes nNo Evn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by deparlmental policy? X Yes Xruo Evn Remarks: None in the last 8 years

with the current OSSI.

Cl lfr 680l) (lìev 09-08) OPI 010



Page 3 of 3

STATE OF CALIFORNIA ,

DEPARTMENT OF CAI]IFORNIA HIGHWAY PATROL

COMMAND ¡trSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

fi Yes [] ¡lo n ru¡n Remarks

21 Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes fl No nvn Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes X tlo n n¡n Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch.2, Topic 11)

X Yes I r,lo fl N/A Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
lPublic Contracts Code Seciion '10329)

! Yes Xruo n ruln Remarks: lllegal. See HPM 11 2,
Pg.7-9.

0llP 6BOC (Rev 03-08) OPl O10
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STATÊ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIOITS DOCUMENT
:-:::: =:.-::::::::::-=:=:=::::::::::::::::::::::::::::::::::::::::::::=-
INSTRUCTIONS:Thisdocumenlshall betyped. Checkappropriateboxesasnecessary,orfill intheblanksasindicated.Enterthechapter
number of the inspection in the Chapter lnspection number Under "Fon¡,¡ard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed defìciencies, corrective action plans, and may be used to appeal f ndings A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

X Rttachments lncluded

Follow-up Required:

!Yes Xruo

Forward to:
Vnllvr't

Due Date: eflill8

Commander's Signature:

Chapter lnspection:

lnsoector's Comments Reqardinq lnnovative Practices:

Very few service contracts or letters of agreement are used by area. Area has one CHP465,
Reimbursable Services Agreement with a Sacramento Bicyclist Club for a ride held once aYeat. Copies
of the agreernent were reviewed with no errors found.

None.

lnspector's

No discernable deficiencies in procedures

Cl ll' 680^ (Rev 09 08) OPI 010



srÀrr or cALTFoRNTA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: San
Andreas Area

Division: Valley Chapter' 255-08-004

lnspected by: Offlcer Kelly Abercrombie Date:10122108

ta-om-mander's Resp

N/A

lns r's Comments:

N/A

Requíred Action

Corrective Action Plan/Timeline

N/A

Cl llr 680A (Rev 09 0B) OPI 010



srÄrr ór cÁuronrurR
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
lnspected by: Officer Kelly Abercrombie

lProcess:(AppeatsshalIbefitedwîthinfive(5)buslnessdays.ofthecomptete

Commander's Basis for

Lead lnspector's Stgnature Date

Respondrng Commander's Srgnature (for appeal). Date-

CllP 6B0A (Rev 09-08) OPI 010



STATE OF pALTFORNTA,

DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

San Andreas
Area

Division:

\/allev

Number:

Carr¿fttts
255-08-004

Evaluated by:

K. Abercrombie I 16054
uale:

10-22-08
Assisted by:

Jeanne Burkman / 405948
Date:
10-22-08

INSTRUCTIONS: Answer individual items with "Yes" or'No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall òe documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level El Command Level

! Executive Office Level il Voluntary Self-lnspection

Lead lnspector's Signature:

M¿l rl
Follow-up Required:
trYes Xruo

l_J Follow-up lnspection udmfrndãrs stgnatüre:

z-zt4-¿2P
Date: 

,/ I
z7r/,r¿f t/¿--rá

For applicable policy, refer to: HPM 11.1, Chapter 22
.a///'

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I ves nruo !nn Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4, 999. 99? E Yes X l,¡o nvn Remarks:

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n yes nruo X ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? I ves Eruo nrun Remarks:

5. Are all copies of correspondence with the vendor
maintained? fi Yes nruo X ru¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X ves ! trto I ru¡n Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes nruo X rr¡¡n Remarks:

8 Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 1 1.1 ,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

I ves n ¡¡o Ivn Remarks:

CHP 6B0F (Rev 09-08) OPI 010



STATE OF,CALIFOFNIA
DEPARÏMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 of 4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited þrocessing?

! ves nruo X N/A Remarks:

10 ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes ! t'¡o nvn Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

n Yes n ¡¡o Xvn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I Yes nruo n ruln Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I ves nruo Ivn Remarks:

14 Does the requestor verify the contracior has fulfilled
all reguirements of the contract before approving the
final invoice?

I ves n ¡lo E ruln Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Managemenl
Section for payment?

I Yes !ruo [] nln Remarks:

'16. Are all applicable form sections of the CHP 78
completed? I ves I trlo Evn Remarks:

17 Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! ves f] t¡o X rurn Remarks:

'18 Are all employees associated with the management
of a coniract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

f Yes INo t] N/A Remarks.

9 Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

I Yes ENo ! Nln Remarks.

20 Are contract amendment request dollar amounts
increased more than 30%? f-l Yes f] t'lo X ruln Remarks

Cl iP 6{J0F (ltev 0E 08) OPI 01o



STATE OE CALIFORNI,A
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of 4

21. ls the length of the contract amendnrent request
more than one year? n Yes nruo Xrun Remarks:

22. Are amendments requested before the expiration of
the originalcontract? n Yes nruo X Nln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,9gg.99 in
totalcost?

n yes XNo T ru¡n Remafts:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

fl Yes !ruo X ru¡n Remarks:

25. Are California Department of Justice IOOJ¡ anO
Fedqral Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

n Yes nNo Xrun Remarks:

26. ls a driver license check conducted for, but nof
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Reþair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Otfice Machine Maintenance and Repair
(1 3) Painting Services (interior of facitity)
(14) Plumbing Services
(1 5) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

XYes I n¡¡o nvn Remarks:

CHP 6B0F (Rev 09-08) OPI 01o



STATE OF CALIFORNIA
DEPARTMENT OF OALIFORNIA HIGHWAY PATROL

öounneN D tNS pEcloN Þnoc nnrvl
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information
fonryarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

! Yes nruo Xrun Remarks:

28. ls CSU advised by the command to Oeterm¡ne if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes ! tlo n N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X yes ! ¡¡o nvn Remarks:

30. ls a log sheet maintained for a diary of act¡v¡ties
related to the contract? ! Yes !ruo X ru¡n Remarks:

31. ls a computer file prepared for all contrãcts
administered? ! Yes nruo Xrun Remarks:

32. ls a spreadsheet prepared listíng all expenditures?
! ves n ¡lo Xrun Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? XYes I !t'¡o nrun Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! Yes nruo x N/A Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.j)

! Yes nruo x N/A Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.S)

! Yes fl ruo X ruln Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) I ves []ruo nrun Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

X ves nruo X ruln Remarks:

me
on Ð yes I ¡.¡o X ru¡n Remarks:

CHP 680F (Rev 09-08) OPt o1O



srnç or cÆiFoRNlA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEFTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward lo:" enter the nexl level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level

E Corrective Action Plan lncluded

! Appeal lncluded

X Attachments lncluded

Follow-up Required:

tr ves X ¡¡o

Fon¡vard to:
Valley Division

Due Date: 12118108

Commander's Signature:

7aÞ
':"4"

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Pract¡ces:

Policy in HPM 11.2, Chapter 7 is followed.

None.

I lnspector's Findings. I

No discernable discrepancies found.

Cl lP 6tJ0A (Rev 09-08) OPI 010



STATF OF CAUFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command: San
Andreas Area

Division: Valley Chapter: 255-08-004
Purchases

lnspected by: Officer Kplly Abercrombie Date: 1 1/1 8i08

Commander's R SC:

Consecutive numbering was done by hand on CHP 43 purchase requisitions. After REDS training the
number¡ng system will be automatically done by the REDS program.

n or's comments:

None

uired Action

Corrective Action Plan/Timeline

No corrective action needed.

Ci lP D{IOA fIiev 09-0BJ OPI 010



. 
STATE OF CA.LìFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
lnspected by: Officer Kelly Abercrombie

ippeal PfOCeSS: (Aþpeatsshallbefitedwithinfive(5)þusrness daysof thecompleted

Commander's Basis for Aopeal:

N/A

t@ [his shatt be the onty tevet of a

N/A

Clif) 6ti0^ lfìev 0C-08) OPI 010



STATE OF,CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1 of 3

Command: I D¡v¡s¡on:
San Andreas Area I vrtl"u

Number: 255-08-004
Purchases

Evaluated by:
Officer Kellv Abercrombie

Date.11/18/08

Assisted by:
OSSI J. Burkman

Date: 1 1/1 8/08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" sectlon. Additionally, such
discrepancies and/ordeficienciesshall be documented on an Exceptions Documentand addressed tothe next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lirspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's S¡gnature

Follow-up Required:
XruoYes E Follow-up lnspection

Comrlander's Signature:

-
For applicable policy, refer to. HPM 1 1.2, Chapler 7 /

'1 Are pafticipants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing ?

X Yes INo I ruln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? I Yes tr t'lo ! rutn Remarks:

3. Are prohibiied items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - owned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

I Yes X l,lo ! rurn Remarks:

4 Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

f, ves fNo n n¡a Remarks: The CHP 315 quotation
worksheet is used to get the lowest
bidder

5 ls all required information entered on the CHP 43,
Purchase Requisition? X Yes tr tto E ru¡n Remarks.

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes Iruo f rurn Remarks: REDS trng. Received
11/5/08 and will be implemented
11117 IOB

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

X Yes INo I rurn Remarks: Emergency Req are
faxed to SSU who faxes to the Assist
Commissioner, Staff These seldom
occur
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STATE OF CALIF,ORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes nruo f]vn Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes nruo n rr¡ln Remarks: A CHP 315 w/bid sheets

attached

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes n ¡¡o fl N/A Remarks:

1 1. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes nruo E ruln Remarks: Procedures are being
followed in HPM 1 1.2, P9.7-8, Annex
B.

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes n ¡¡o n ¡¡¡n Remarks:

'13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X ves I tlo E N/A Remarks: When this would occur we
would use Annex B, HPM 11.2

14. Are items checked immediately for content and
damage when delivered? X Yes !No n ¡,un Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X ves n ¡lo D ru¡n Remarks:

'16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I Yes n ¡lo n rrl¡n Remarks: Procedures are being
followed in HPM 1 1.2, Pg. 7-26.

'17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes ENo L] N/A Remarks:

18. ls the original "received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes ENo I N¡n Remarks

19 Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes INo E ru¡n Remarks lf this occurs we would
notify PSU by Memorandum See
HPM 11 2,Pg 7-26

cllP 68oc (Rev 09-08) oPl 010



]TATE OF CALIFORNIA
JEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
-::: : :::::::: ::::::::::::::::::::::::::::::::::::::::::::-------
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapler
nunrber of the inspection in lhe Chapter lnspeclion number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

n Corrective Act¡on Plan lncluded

! Appeal lncluded

X Rttachments lncluded

Follow-up Requrred.

Ives Xruo

Fon¡¡ard to:
Valley Division

Due Date: 12118108

Commander's Signature:

4Q.r%
/

Chapter lnspection:

lnsoector's Comments Reoardino lnnovative Practices:

Policy is being followed in HPM 11., Chapter23. The Clerical staff, custodian, and automotive
technician are very aware of procedures.

None.

t¡spq.lelq Fi@rs! I
I

Policy is being followed.

(ll lfr 6tl0A llìev 09-08) OPI 010



. ;TATÈ OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2
lnspecteO by: Offìcer Kelly Abercrombie

None.

or's comments:

None.

Reouired Action

Corrective Action Plan/Timeline

None.

Cl ll' 6tìOA (llev 09-08) OPI 010



ÍJTATE OF CALIFORNIA
,JEPARTMENTT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3
tnspecteO Uy: Officer Kelly Abercrombie

Appeal PfOCeSS; (Appeats shall be fíted within fíve (5) öusrness auy" ,rt the 
"òmplet"d "hapW

Commander's Basis for

N/A

'1/.

Cl.lP 6s0A (tlev 09-08)õ1010



srAr€ oF cnirroR¡ln
DEPARTMENT OF CAUFORNIA HIGHWAY PATROL

COMMAND }NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2
Command: San
Andreas Area

Division: Valley Number: 255-08-004
X-numbers

Evaluated by:
Officer Kelly Abercrombie

Date:11/18/08

Assisted by: OSSI J. Burkman uate:
1 1/1 B/08

INSTRUCTIONS: Answer individual items with 'Yes" or "No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucir
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level f]Voluntary Self-lnspection

Lead lnspector's Signature:

ø/ø /,tþ
Follow-up Required.
f-l Yes X No

ll Follow-up lnspection uale: ,.r/A
Forapplicable policy, referto: HPM 11.1, Chapter23

1. Are rnultiple X Numbers awarded to the same vendor
to circurnvent the $4,999 contract limit? I ves X ¡¡o []nn Remarks: No, this is prohibited in

HPM 11 l-CH.23,pg 2

2. Does allX Number file documeniation coniain the
STD 204 Payee Data Record? I Yes tr ¡lo fl N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

I Yes nruo Dvn Remarks:

4 Are X Number requests made prior to the date the
services are performed? X Yes nruo I ruln Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l t',lo l-l ru¡n Remarks:

6. Are prohibited services performed using an X
Number? tr Yes Xwo nvn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I ves ! ¡lo E ¡¡In Remarks:

B. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

I Yes ENo E N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over g'1 000
have prior approval from Facilities Section?

I Yes []ruo n N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! ves tr ¡lo X ru¡n Remarks: Because this is a leased
facility, Facilities coordinated the
Landscape contract for IapsedL-

CllP 6B0E (l.tev Og 08) OPI 010
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STATE OF CALIFORNIA
oepnÊrn¡eMr oF cALtFoRNtA HtcHWAy pATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? I Yes n ¡¡o n N/A Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small busíness certification from
the Department of General Services (DGS)?

X Yes ! t¡o ! ru¡n Remarks:

13. Does the file documentation contain tne SfO. Z
Drug Free workplace certification for X Number
vendors?

X Yes n ¡¡o !run Remarks:

14 Do emergency service X Numbers document and
justify the emergency? X Yes n ¡lo E ru¡n Remarks

15 ls the itemized invoice for each X Number service
maintained in the command's files? X Yes INo [] rurn Remarks: 4 year retention per policy

CllP 680E (Rev 09,08) OPI 010
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STATE OF CALIFORNIA
DEPAR.TMENÍ OF CALIFORNIA HIGI-WAY PATROL

COM¡i/IA:{ D INSPECTION PROG RAM
EXCEPTIONS DOCUMENT

Command:

Sac CC ?:Ti:f-þtJr I
Chapter
3

lnspected bY:

Sergeant Richard Davis' #11471
Date:

12123108

::-::-::::=::::--:::::
INSTRUCTIONS: e tYPed. Che chaPter

number of the ins lnsPection nu ent

shall be routed to document sh

improvement, ide rective action used if

additional

None.

None.

ln response to a comm-Net Message dated septembe t 22, 2008, sacramento communications center

conducted a comprehensive evalualion of the Comn and's procurements to ensure compliance with

departmental policy. No discrepancies were noted'

The following documents were completed as part of thís inspection:

. Exceptions Document

. Command Procurements Cal-Card Program lnspection Checklist

. command Procurements contracts lnspection checklist

. Command Procurements Purchases Checklist

. Command X-Number Program lnspection Checklist

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

FEPP.RTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECT¡ON PROGRAM
EXCEPTIONS DOCUMENT

Command:

Sacramento CC
Division:
Valley

Chapter
J

lnspected bY:

Sergeant Richard Davis, #11471
Date:

12123108

Page 2

Commander's

s Comments:

N/A

CHP 6804 (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Sacramento CC
Division:
Division

Chapter:
3

lnspected bY:

Sergeant Richard Davis, #1'1471
Date:

12123108

N/A

I Review/Decision: (This shatl be the only level of

N/A

Date:

12123108

ignature (for aPPeal):

CHP 680A (Rev. 0948) OPI 010
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lÀleTDl l/'rTl^Àro. 
^ --:Hilåißï?:i:i#î:l'l"Hl"ï?1å':ffiiJ'il',î:î::"HÍ1ü';-",^l,i:1î:l1r::Ìj!qp;;",*-",Æ*m"-"

iå:'i!i:f"[3"],ìliliå]ltllJåJu::¡¿"l*ll':l*:i"i*[üil'*"iy:rei1tri,åì'l5ffiHX;årl"*ï:'il:;åïiTi]::J:ilÊtilJili::iñ:'J::i,1i"î."s'::*:l,li:,::::*ä:triliì+i;i',"""'.iffi:'"".'"""1"i:Ji"".;H'ifiH,ìi,i",3i;,1?'.ååîîill,i
i"iilllTllïålî".,ilîïiions Documã't *ãäü"ii,î;;;;"ffi1ffää.i::.i;,ï::i"!ïitÌü:'iJll,:,",H1::igr.:TlÊlÍ"*_"0
lnspection, the "F rrvrr\Þ,, tqnÞtL tI ulls

d to be re-inspected.

TYPE oF rruspec ¡i

! Division Level X Command Level

! Executive Office Level flVotuntary Self_lnspection

Lead lnspe

)'-
rouow-up xequlred:
lJ Yes X ¡lo

lJ Follow-up tnsfamT -/Uñ-;Vo> uete:

^42?øFor applicable policy, refer to: HpM 11.2, Chapter 3 \ 'J --7-
, , v q¡, er r rpruyees assoctateo wtth the use of the Cal_
plrd Olop.ram compteting the CHp iAS, õ-n¡"t oilnlefgst Statement Fmnlnrraa fn'-t n ¡¡oX yes nNn Remarks: All Employees have

completed up-dated forms.) oln, .,".:,.". 1t utu9 rtee vvorKplace certifications
maintained within the Cat Card.orr"nJäË rol.
each vendor utilized? n Yes nruo X ru¡n Remarks:

:,: o'^r. ¿u4 yayee Data Record forms maintaiñed
in the Cal Card command file for each uun¿ol-
utilized? n yes nNo Xrun Remarks:

.+. Ê1r c rriirrornta tntegrated Waste Management BoarO
Form 74 documenls maintained for eáËn vendor
utilized? ! yes nruo X ru¡n Remarks:

i s th e certif ic" rú ;iË; ;'# il.; ö. ã.iT'" ì, ä''""
General Services maintained ¡n tne fileà

n yes nruo Xrun Remarks:

reasonable method documer
justified?

t . rrre purcnases split into multi¡
to circumvent transaction puri

purchase?

CalCard Log and the receipts

uLIr¿sv, tÐ U lg ldll aflo
ted and properly

-

\l^ +-^---^a:-

X Yes nruo nrun Remarks:

rrv (r qr tùqULtUt tè, lll Ul Ug[
:hase Iimits? I Yes X t¡o tr r'¡¡n Remarks:

Remarks:

_<l9 ruily oescnbe the

-

.i..'i¡L ¿L- 
^¡ 

rñ 
^i!

X yes Iruo Xvn
Jt/

/invoices? X Yes nruo n ru¡n Remarks:

IHP 680D (Rev 09{B) Opt O10
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10. ls the CH
and maintained?

1 1. Are cre
maintai

12. Do n
docu
ouenr¡rì/ ânÀ , ¡^i+ ^_,__u-9y,listing 

the commodity,quantfty, and unit orice orine ìtéäiri p'JiJ,,åiä¿r;,the bank statement.

13. Are C

14. Are Cat C-

commander?

15. Have
Depa

16. Are it
by de

P 680D (Rev 09-08) Opl O10



Page 1of4
STA]E OF qLIFORNIA
DEPARTMT " GF CALIFO,RNIA HIGI-'WAY PATROL
coMM¿ rD tNSPECflOñ pnbcnnrvl
INSPECTI ,I CHECKLIST
Chapter 3, C ,mand procurements
Contracts

===:::-:=

#iiåiEli?liÌi,,îi"x I'lj;:1"ïx['"ffiyJ'[;ï:',"ï"î.";ff:i:,',.*"::l'::1:j,T..:,.jr1,sr"d ,Anv discrepancies with po,icy,åß:,;!i:i""i:g1"iiliihlli?ij:"ffïi,:,î"il***r:*äiffiiiJ:ühï:?","?,ili,;råï:qffiii1#Li;il:'îi"J;åijTiì::J:ildiscrepancies and/or oenc¡enc¡"" "ñrìi#;;:j:-'::-i:.1:'l:1: :!911D" commented on,via the 'Remarks" ôecfion.' noJit.nãìiv,',
and addressed to the next level of command-and addressed to the next level of command.
action(s) taken. lf this fonn is used as a Follow_up

Davis #1147'l

Rose Jauregui, OSSI

TYPE OF rruspec r

n Division Level X Command Level

! Executive Office Level I Voluntary Self_lnspection

Lead lnspector,s Signature:

Jc-
lJ Follow-up lnspection '/T#rä) -) t /) ..rt Date;

ê.lLx/. vt-
Uror app'caþte poticy, refer to: HpM 1 1.1, Chapter 22

-

t t-s2r-xp

/

se rv i c e . o n t,".t.,,,7n'i;ì :iïä åì iJ":ä:?å", 
": 

I 
",the estimated dollar value? X yes nruo n ¡ln Remarks:

,, , v vv¡,, our rrcLluest usgo lor ong_time
servtces exceeding $4, ggg. gg? n Yes nruo Xrun Remarks:

Remarks:

y rrtreresr (upl) trackino

X yes

X Yes

X Yes

nruo !run

! tr¡o

-LJ ruo

nrun Remarks:

maintained?

@
which outline any problems rr
non-performance of the vend

@
specifically and in as much de
CHP 78?

7

I

HP 680F (Rev 09-0s) Opt 01O

fa¡l anÀ

n ru¡n Remarks:

:lated to substandard or
cr?

! ves I n rvo I X *rn I Remarts:

Er çu uË:¡ul lugo
rtail as possible in the

----i;-
)VAllqlônâfr rra nh+- i^ ^

X Yes

I ves

nruo

Iwo

! ru¡n Remarks:

rntation and approvals
rntracts per HpM 1 1.1
the CHP 78 or CHp

Ivn Remarks:



Page 2 of 4
STATE OF L \LIFoRNIA
DEPARTMET\ OF CALTFORNTA HtGFtWAy PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

9. Rre requ
months from the anticipated start Oate of the contractpre-ap.proved by Assistant Commissioner, Staff, forexpedited processing?

I ves n ¡¡o Xrun Remarks:

10. ls all work eãmiiãËãäf,
Department úil;;ü;;tffiäi;,"åå't'ãs,."",.n"ntr I ves ! t¡o !run Remarks:

1 1. Are contracf -sÊ-i-,i^o.
q ua tity, q ua ntity, objectives, timeframes j' ä0",X'ri"
manner specified in the contract (e.g., review
progress reports and interim producls)?

X Yes fl ruo []run Remarks:

v,vvs ,v, poyurerr. revteweo ano approved tosubstantiate expenditures for work p"rfoìñi"¿ and toprevent penalties being assessed?
X Yes !ruo nrun Remarks:

4aA ev,r,qvl s^perut[ures monltored to gnsurg there
are sufficient funds to pay for all services rendered
as required by contract? X Yes !ruo nrun Remarks:

Remarks:

,,,e , EvuEù¡.ur vst try rne contractor has fulfilled
alt requirements of the cóntract oeróiå åpproving thefinal invoice? I yes nruo n ¡¡¡n

a p p ro p riate 
" 

n o to *" /å"Ii". Ëi :5ffi",J?ft 5å 
" 

n,
Section for payment? X Yes !ruo n ru¡n Remarks:

q¡, spyrrequrE rutf il secltons 01 tne uHp 7g
completed? X Yes Iruo nrun Remarks:

n Yes Xruo X ru¡n Remarks:

or a co n tract óor pr"iräË c H Ë ;äõ,' öäni'"ì' or="'
lnterest Statement, Emþloyee, lormn 

' X Yes Iwo I ru¡n Remarks: All empfoyees have
completed up-dated forms.

performance fully documented in writing and made apart of the contract manager,s contractiile?

-

2lt. nte conlraCt a

n Yes

fl Yes

X tt¡o Xrun Remarks:

increased more than 30%? Xruo [-l ru¡n Remarks:
(Rev 09-08) Opt 010



Page 3of4
SÏATE OF IALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. lsthelengthortne@
more than one year? Remarks: 3 Year Conkacts

22. Are amendments reque@
the original contract?

23. ls a service contract@
initiated for any commercial meeting/conference
room rentatwhich is expected to exceed $4,ggg.gg in
totalcost?

24. Do conferenceroom ren@
per day limit have pre-approvalfrom Assisiãnt

2S. lre.Catiforniaoe@
Federal Bureau of lnvestigation (FBt).fi¡getcrint
checks and driver license checks conducted for all of
the following types of agreements:

(1) and Repair(2) e and Hepair(s) -site)
(4)
(5) Consultingservices

X yes nruo !run Remarks: (4) Janitorial Services

lsadriverl¡censeffi
limited to, all of the following types of agreements, if
the contractor and/or specifically assignéd personnel
are scheduled to be on-site for more tnan iO Oays:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repaìr
(3) Carpeilnstallation
(4) Diesel Generator Maintenance and Repair(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Servíce
(8) Garage Door Maintenance and Repair
(9). GraphicArts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair

ll9l !tgam Cteaning Services (Carper, not scates)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repa'ir
(1 9)Unintenuptible power Supply Maintenance and Repair

X Yes fl t'to Remarks: (17) Telephone Services
(cellular, satellite, and Regular)

!run

CHP 680F (Rev 09-OB) OPt o1O



Page 4 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CAUFCRNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Contracts

2T. Are attOr
forwarded to Conhact serviðes'únìi iöéu¡, rrongwith the contract number tor retentioÀãer
Commander review?

X Yes n ¡¡o !run Remarks:

Remarks:X Yes fl ruo nrun

m a inta i ned I.' th ð;;'J ;ä.I ffi#,i";;';i*?oon
the contract?

1ô l¡a ol¡

X yes nruo Erun Remarks:

,vr v,,vv',,qr¡rronrëu tut ¿j olary OI actlvltles
related to the contract? X Yes !ruo nrun Remarks:

administered?

-

32. ls a snrÊâ.lchêô+
X Yes nruo !run Remarks:

rg dil ËÀpcil(Jttures /

?3 lc fha nnfifi^ X Yes n ¡lo !run Remarks:

the starr dat; i;; ril,;"r"t'j. 
"*i?oocumented 

tor
fi ves fl tto nrun Remarks:

34. ls the confrÀãiÃililJliJ
have been r".ái*o il ;";i"ï"iirä"-,ü J "' 

I I v or'es

completion of the contract?

35 f'ln l+

X yes nruo nrun Remarks:

containoeta¡reáóårrã;"ri:'J:ñ.iJ";iï::ff.ï"
ror pefiormance? (SCM Vol. I, Ch. 3, Section 3.02.1)

D Yes nruo Xrun Remarks:

36. Doestheconffi
Eva ru ation ro rm iòi .;il ir;;ü;ft;ii'!v ur I I'r dur'u I

(SCM Vol. t, Ch. 3, Section 3.02.S)
n Yes !ruo Xrun Remarks:

rin a r co n-tra ctã r'éö r,¡ îåí i:'# i:iåi.i,j ; i" ;3;' "

19130 (a) or (b) documented anO justifLd forpersonal service c_o.ntracts? (GC i9130 & SCM Vol. t,
Ch. 7, Section 7.05)

approval and execution of the coniract? (SCM Vol. l,
_Ch. 4, Section 4.09)

I ves I ¡ro nrun Rema¡ks:

! Yes Iruo X ru¡n Remarks:

I yes X t¡o nrun Remarks:

CHP 680F (Rev 09-OB) Opt 010



STATE OF CALIFORNIA
DEPARTMEDTT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

:::=

r fill in the blanks as ancies with policy,
commented on.via t Additionally, sucÁ'

of command.of command.
s form is used as a Follow_up
d.

! Division Level [tCommand Level

fJ Executive Office Level ! Voluntary Self_lnspection

lnspector's Signature:

Follow-up Required:
l_J Yes X ruo

For applicable policy, refer to: HpM 1 1.2, Chapter 7

1. Are participan
command level familiar with the relaied policies andprocedures for purchasing?

2. Havenppr
procurement training?

3. Are prohibite
Requisitions?

. Supplies for personally _ owned equipment. Commodities for personal use. Confirming order. Purchases via the internet

Are separate
prepared for
diflerent suppliers or from different statewide
commodity contracts?

lsall requireo¡nro@
Purchase Requisition?

AretheCHP43, purcffi
,Tl:,1"rliugty,, starting anew at the begiñning of eachfiscalyear (Juty 1)?

Are expedited re
forwarded to the
approval?

7

)HP 680C (Rev 09-08) Opt 010



Page 2 of j
STATE OF CAUFORNIA
DEPARTMENT OF OALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

8. Do specializeo itemffi
appropriate Division, and/or Opl approvals? X Yes fJ ruo fl ru¡n Remarks:

, r¡E .rre vr rr ro, rutcllase Kgqulslilons,
competitivety bid? X Yes nruo ! N/A Remarks: Only when speciflcally

needed.

sveo 're vr rr- o ro, rnL;e uompaflson WorKsheet,
document at least two price quotations? X Yes nruo ! ru¡n Remarks:

^rs Lrrrrsu rvurnpe{tuve Ëtootng purchase requests
that lirnit or restrict the purchase to one specific
!9t1or modetjustified and in comptiancã with SAM
3555?

! ves !No Xrun Remarks:

^,e L"rrçu vurrpsr.r.rve Etoolng purcnase reguests
for items that interface with exisling departmental
equipment in compliance with SAM 3SSS.3?

n yes n ¡¡o X ru¡n Remarks:

vv,ìvr r-vvrrpvur.rve Dtu (t\utt) purcnasg requgsts
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes !ruo Xrun Remarks:

14. Are itemscheckeO@
damage when delivered? ffiyes I !ruo ! ruln I Remarks:

rÐ Lr rs r Euurveu uopy or rne purcnase ordgr
approved, dated, and fonruarded to the Fiscal
Management Section (FMS), Account payable Unit,
within three business days of receipt, if ali items are
accepted?

1A

I ves !ruo [ ruln Rema¡ks:

rL qrrw/vr péu^iltg 5ilp5 ilt[acneo Io tng
received copy of the purchase order and sent to
FMS?

17 le El\¡Q

I Yes trruo E ¡¡¡n Remarks:

y,vvrvçu q pr rutuuupy ut Lile purcnase or0gr
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

I Yes !ruo I ¡r¡n Remarks:

rù Lrrç urVrrdr teuetvecl copy relalned þy tne
command for completion and forwarding to the FMS
when the comolete shinment iq ronairroÀ?

X ves ! tr¡o []vn Remarks:

4^

^rç uqrilqvEu rLËil¡s ueilveteu py common carngr
acknowledged on the freight bill by the carrier,s driver
before being accepted?

X Yes I ¡¡o T ¡¡¡N Remarks:

CHP 680C (Rev 09-08) OPt OlO



STATE OF CALIFORNIA
DEPARTMENT OF OALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3of3

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item,lf it is
determined that a commodity requested on a CHp 43
is no longer needed and a purchase order has not
yet been prepared?

20. ls Purchasing Services Unit leSU¡ notineO

21. Are open purchase orders perioObãiìy revieweO anO
investigated to ensure the orders are not opened for
an unreasonable tength of time. (SAM 9422.0)

(SCM Vol. ll, Ch. 11, Topic 4)

22. Are copies of the purchase re@
orders maintained for three years after payment?

23. Are decisions documented to createã paper trarL -
documenting the basis of the decisions made for the
purchase? (SCM Vot ll Ch.2, Topic 11)

24. Are purchase orders split to evaOè cornpetitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329\

CHP 680C (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF. cALIFo .. .!T/AY PATRoL

COMMAND lNi -CT|ON PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
X-Number Program

Page 1of 2
uommancl:
Sac. Comm. Center

Division:
Vallev Division

Number:
214

Evaluated by:
Sgt. Richard Davis #11421

uate:
1212312008

Assisted by:
Rose Jaurequi. OSSI

Date:
12t23t2008

::::-
ll in the blanks as indic¿ted. Any discrepancíes with policy,
mmented on via the'Remarks" section. Additionally, sucll
ocument and addressed to the next level of command.

! Division Level [] Command Level

fJ Executive Office Levet fJVotuntary Setf_lnspection

Lead lnspector's Signature:

rultow-up rfequtreo:
! Yes X tlo

LJ Foilow-up tnspection uate:PHø
For applicable policy, refer to: HpM 1 1.1, Chapter 23 t u/ I

1. Are multiple X Numbers affi
to circurnvent the $4,ggg contract limit? n Yes XNo nrun Remarks:

uvsù or /\ r\urruet lte oocumentailon contaln thg
STD. 204 Payee Data Record? n yes

X Yes

nruo X r.¡n Remarks:

3. Do X Numbers
landscaping) have prior approval from the Business
Services Section commander?

nruo nrun Remarks:

4. Are X Number requests@
services are performed? X yes nruo nrun Remarks:

Ã ¡ÐÞutru tut ä ufìe-Itmg use-/

X Yes nruo l-lrun Remarks:
nrç pruilruil.Eu Þetvtues petlormgo uslng an Ã
Number? n Yes Xwo nrun Remarks:

7 rut Lt te Pr(Jcurement oI a
service and not the purchase of a commodity? X yes n ¡¡o nrun Remarks:

;sue(J Iof Ie
related services pre-approve
Telecommunications Sectior

(such as roof repair, electric¿
have prior approval from Fac

recommuntcattons
dby
I n Yes nruo Xrun Remarks:

Ues retaleo servlces
l) costing over 91,000
ilities Section?

! Yes [] t¡o X ¡¡¡n Remarks:

r rur rapl
agreements have prior appro
Assistant Commissioner?

iea contracfual
ral by the appropriate n yes I t¡o X rutn Remarks:

CHP 680E (Rev 09-OB) Opt 01o
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STATÊ OF CALIFORNIA
DEPARTMENT OE CALIFC .IGI-ÍWAY PATRoL

COMMAND IN.- ECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 1. Do all X Numbers awarded to a non-srnall Ousiness
vendor contain three price quotations? ! Yes !ruo Xrun Remarks:

12. Do allX Numbers awarded to a smãll ¡usiness-
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes nruo [run Remarks:

13. Does the file documentation contáin tf¡e StO. Z
Drug Free workplace certification for X Number
vendors?

X Yes !No nrun Remerks:

14. Do emergency service X Numbers document and
justify the emergency? I Yes n ¡¡o !run Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes n ¡lo fl N/A Remarks:

CHP 680E (Rev 09-0s) OPI OIO



'rË
Còmmand:
a ¡ r t-ll^^nnrilla

Division:
ValleY

chaÌérJ I
zll)-l tqvvt " "'- ,

tnsDected bY:

J. lr¡u.oowqlljLg?qq
Date:

12116108

Ef Corrective Action Plan lncluded

n ApPeal lncluded
TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

p/tç/a/
õõnrmãn¿er's Signature:

nn/ûrr*
Due Date:

Follow-uP Required:

E ves ElÑo

-øinotnnoy4¡¡yqr¡qoçgs:

s Findings:

There were
numbers.

X number Section '13 -
been uPdated to reflect

number vendors.

the insPection revealed that

current PolicY relating to the
file documentation,
STD 21 Drug Free

basically no corrective measures identified with respect to Area's use and issuance of X

including Area SOP, has not

workplaðe certification for X



3Ht-Î,it*5PËl'û.o**' A H I GH*AY PArRo L 
-"cöì,li,,lÄÑ D NsPÈclol'l PRoGRAM

TXCTPTIONS DOCUMENT
Page 2

Placerville Area will update file documentation by 3/1/09'

iltiurn.tionPlunnit"ti*

X Number section 13 - The command will update file documentation for X numbers' specifically'

the sTD 21 cerrificatron for X Numbei;;;l;. Addrtionärv, il" À;;? :gp wirr arso be updated to

refrect current changes to the x ruu'.nfåi;;;ò;*. Thü;iiíbå .o*pt"teá'no tater than March 1 ' 200e'



BIêH?'i3#5PËl'ûto**' A H I cHwAY PATR.L

ööMii,ttÄÑo ÑsÞEcrloN PRoGRAM

TXCTPTIONS DOCUMENT

(This shalt be the ontV level of
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STATE OF CALIFORNIA

óÈPNNTT'¡E UT OF CALIFORNIA HIGI-{WAY PATROL

õourvlnND tNSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Page 1of 2

:=:=:::::=:=::=_-
-:::=:=::::=rNSrRUcTloNS: Answer individuar items with "Yes" or'N9-31'-YÎi,'^^":11:1Îil*:,Îì#inH1|.*tll$iï*iÏffiåiillr:3[il
ffiiåißl?Ï","fåîå å$'JåiisiåyJî..i::;f.!::rääãþ:" *:*ii""*ïril"i5:x;¡: "':;.¿l;'äIxffill¡Ì"'napplicable legal statues, or def¡c¡encles noleo ln tne.rrr-sPËuu:'iÌ."^'l::l::.'ñnn¡rment 

anct addressed to the next level of command.
discrepancies and/or deficienciesdiscrepancies and/or deficiencies

Furthermore, the ExcePtions Doc

Dee Dee Troutte OSSI

T. Brown, Sqt. #14738

ffi
f] Division Level X Command Level

I Executive Office Level I Voluntary Self-lnspection 
.

or's Signature: I ""'"¡ I
htiltrt-- lSlq/7/49Follow-up Required: I Ll rottuw-L¡P rrrùPsvrrvr

[--l voo lv run I

For applicable policy, refer to: HPM 11'2, Chapter 3

Remarks:
X ves !No

nNo

X ru¡n1. Are all employees assoclateo wlln rtre ur

Card program completing the CHP 78S' Conflict of
rn*aracr Qfatamant trmnlovee fOfm?

I uln Remarks:
X Yes2. Are STD. 21 Ðlug Free VVorKPl¡',us uttr trr

maintained within the Cal Card command file for

each vendor utilized?

I Yes ENo nvn Remarks:3. Are STD. 204 Payee uala Kecoro rotrrr:

in the Cal Card cómmand file for each vendor

utilized?

X Yes XNo n uln Remarks:4. Are Californ¡a lntegrateo vvasre lvri'rrdgE

Form74 documenls maintained for each vendor

utilized?

X Yes nNo Evn Remarks:5. lf the vendor is a small buslness ot uvtr

is the certification letter from the Department of

éeneral Services maintained in the file?

I Yes nNo Ivn Remarks:6 When fair and reasonaDle ls ul'llrzeu' rÞ- 
reasonable method documented and properly

justified?

n ves XNo f,vn Remarks:7 Are purchases spl¡t lnto mulllple rt¡rrrsar'

to circumvent transaction purchase limits?

I Yes XNo I ruln
Remarks8. Does the CHP 317 .-.al vato Log rurry ucsr-r

purchase?

X Yes trNo Ivn Remarks:L Are bank statements reconclleo wltn rn€

Cal Card Log and the receiptsiinvoices?

CHP 68oD (Rev 09 08) OPI 010
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STATE OF CALIFORNIA

OEPNNTUEM OF CALIFORNIA HIGF{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Page 2 of2

Remarks:authorized

and maintained? X Yes INo nwn

X Yes !No nvn Remarks:11. Are credit involces/recelpts lor rerurneq lterrrs

maintained with the bank statement?

I Yes lNo nvn Remarks:12. Do non-itemized purchase recelpls/lnvorr

document the purchase by listlng the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes l-l trto N N/A Remarks:13. Are Cal Cards maintained ln a secure arear

X Yes nNo nvn Remarks:14. Are Cal Card purchases pre-approveo oy r'rre

cornmander?

X Yes nNo nvn Remarks:'15. Have all cardholders received tralnlng on Ine

Department's procurement processes?

E ves XNo Evn Remarks:16. Are item(s) purchased wlth the ual L;aro pronrurreu

by dePartmental PolicY?

CHP 68OD (Rev 09Ð8) OPI 010
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STATE OF CALIFORNIA

óËËnnnvlr¡n oF cALIFoRNIA HIGI-M/AY PATRoL

öóMMAND INSP :crloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

-:=:===:=:=:::::::=::::::::::--:==--:--:-^::::::r-;=^, 
j-;T-"rJ;;:îril:*-*I=

ñññ*i-=^i;;*;-;*"*;;-'.";":';'"'="*:i';ii.l'llli"ÌiJ*î,:ï:qiåX*i,åryi¿ìï:'Xiffii"ii''i'13#ilINSTRUCTIoNS: Answer individual items with "Yes" or "No" answers, or Trrr rrr rr rt urer r^ù '" "'-'-1"Ããrks" 
äection. .Additionally' 

such

appricabre resarstatues, 
=Jt äi"¿ätî!ï:1"1"^l':':i-:in"*lij::U""Sffi#i"lå"jãil:.å, teJlq n9n 9Y:' "1,"?TT?:1*,älg:à:,."Jlizi¡"*::¿l"l*:',":;5i,:":"*ij'"":i1+üir-J,Tli1ihi:ffïi:xxåt',".:i:e'lll':l'*;",:"1:i.":TT?:î

lnspection, the "F

Evaluated bY:

Dee Dee Troutte, OSSI

T. Brown, Sgt. #14738

ffi
I Division Level X Command Level

; Signature

Wq/øroq-Commandel

1/aú Fùiltt/4fr/{w 'L-
I I rE;ù !âl rlv I

For applicable policy, refer to' HPM 1 1'1' Chapler 22

Remarks:
X Yes nNo D uln1. ls a CHP 78 Contract Kequesr useu tu rr

service contracts *n¡"r.., "i" 
repetitive, regardless of

the estimated dollar value?

Remarks:I ves INo I ulnT ls a CHP 78 Contract RequesÏ useo rur

services exceeding $4,999'99?

Remarks:
X Yes INo n uln

Remarks:^ i*ara¡l

X Yes nNo xvn4. ls the performance oT conlri'ul scr

and documented?

I Yes INo Ivn Remarks:5. Are all copies ol corresponoerruË

maintained?

Remarksl
X Yes !No E N/Aô Are letters for contracts clocumenleu dr ru rrrqrr rrsrr rvv

which outline any problems related to substandard or

non-Performance of the vendor?

X Yes

X Yes

I trlo f n¡n Remarks:
7 . ls the final prooucl Io pe ucrrvvrYu uervr

tpà.ii."llV 
"nd 

in as much detail as possible In the

CHP 78?

^ hta in od

trNo Ivn Remarks:

CHP 6B0F (Rev Og 08) OPI 010



STATE OF CALIFORNIA

óËpÀnnr¡erur oF cALIFoRNIA HlGl-lwAY PATRoL

ööMMÀND INSP :crloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 2of 4

Remarks:
X Yes

X Yes

X ves

!No fl N/A

fl No E N/A Remarks:10. ls all worK completeo ano acuePtËu uv tr'- 
õ"p"rttent beiore expiration of contract agreement?

nNo n ¡un Remarks:11. Are con rg Lv rr re

qualitY, ?11.in 
th"

manner VleW

progres

,^^
Remarks:

X Yes nNo I urn12. Are invoices for payment revleweu árru- aPPr vYev !v

substantiate 
"*p"n'ditut"s 

for work performed and to

prevent Penalties being assessed?

Remarks:
X Yes nNo I Nlntï Are contract expenditures monlloreq Io t- 

Lã suficlent tunOs to pay for all services rendered

as required bY contract?

f a¡l

X Yes nNo n N/A Remarks:14. Does the requestor verlTy Ine Çorrtr-dutur' 
ãtt requirements of the :ôntract before approving the

final invoice?

X Yes ENo n ruln Remarks:15 ls the final invotce lclenllTleo irlru dPPruvs'" 
"pótãptiate 

and foruvarded to Fiscal Management

Section for PaYment?

-7Q

X Yes nNo l!rurn Remarks:'16. Are all applicaote lorm secrrurrÞ

comPleted?

X Yes nNo trwn Remarks:
17 . Do emergency contracts ooÇur llcrrr' dr rLr J

.r¿áun únexþected occurrence that poses a clear

and imminent danger, requiring immediate actlon to

mitlgate the loss oi impairment of life' health'

proferty, or essential public services?

X Yes ENo I N/A
RemarKs:

t B. Rre all employees assoclateo wlln rrle llrdr rdvçrr rç

of a contract completing the CHP 78S' Conflict of

lnterest Statement, Employee' lorm'l

Remarks:
X Yes nNo tr N/A19. Are problems concernlng rlrË \'urrtrqvrvr- 

påiått"nce fully docu iented in writing and made a

part of the contract manager's contract file?

l-l Yes X tlo ll ru¡n
Remarks:

ZO. Rre contract amendment requesl qolr¡rr dr

increased more than 30%?

CHP 6B0F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

óÈpnnruenr oF cALIFoRNIA HIcHWAY PATRoL

COTVIUNND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

ndment request

more than one Year?

Piration of

the original contract?

' Contract Request

initiated for any commercial meeting/conference

room rentalwnicn ¡s expected to exceed $4,999'99 in

totalcost?

Commissioner, Staff?

exceeding the
om Assistant

X NinnNoI Yes
(DOJ)and

) finqerPrint
conducted for all of
:

(1) Avionics Maintenance and Repair

izi Helicopter Maintenence and Repair

(S) lnstructor Services (on-site)

(4) Janitorial Services
(5) ConsultingServices

X ulnfl Non ves@conductedfor, butnot

i'mitãf tq ail of th" f.illowing types of agreements' if

itrá contractor and/or specifically assigned personnel

åre scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Moniioring

izi Camera Maintenance and RePair

(3) Carpetlnstallaiion
i¿i Diesel Generator Maintenance and Repair

isi Dishwasher Maintenance and Repair

(6) Elevator epalr

(7) Fire Exti

iai Garage nd RePair

iei crapñic ntenance and RePair

ìiôl H"ãt¡ng, Ventilation, ar Conditioning Service

(1 1) Laundry/Linen Service

irzi Or¡"" Machine Maintenance and Repair

il gi p"int¡ng Services (interior of facility)

(14) Plumbing Services
(15) S
(16) S

itz¡ t lar)

(18) T

i19¡unint"rrrPtible Powe RePair

CHP 68OF (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

óËpenrnrerçr oF cALIFoRNIA HlcHwAY PATRoL

ôbuuaND I NSPEcrloN PRoe RAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

DNo !run Remarks:information
(CSU), along
n after

Gommander review?

X Yes

X ves nNo !vn Remarks:

personnel)?

nvn Remarks:
X Yes nNo29. Are all involces' recoros' ano televar rr u(

maintained irs after the final payment of

the contract?

Ivn Remarks:
X Yes DNo30. ls a log sheet malntalneo Tor a c¡rary ur

related to the contract?

X Yes nNo !vn Remarks:31. ls a computer file prepareo lor all corìrr aurs

administered?

X Yes ENo n uln Remarks:32. ls a spreadsheet prepareo llstlng all exPer

X Yes nNo n Nln Remarks:33. ls the notification to the contraclor uuriur

the start date for services to begin?

X nln Remarks:I Yes E l.¡o34. ls the contractor contacteo Io oerelrrrrrrY rr c- 
nuu" been received in order to oversee the

comPletion of the contract?

X Yes nNo n u¡n I 
Remarks:95. Oo consultant services contracts oT Þ I'L

contain detailed performance criteria and a schedule

t. pËiot.unce? (SCM Vol' I' Ch 3' Section 3'02'1)

I Yes !No Xvn Remarks:36. Does the contract Ílle contaln Ine ù I LJ '-- 
fvatuation form for consultant contracts?

(SCM Vol. I, Ch. 3, Section 3'02 5)

X Yes trNo I N/A Remarks:37. Does Contract worK only Þeglrl iirtcr dPl-- 
t¡nalcontract? (SCM Vol t, Ch' 4' Section 4 09)

X Yes E tlo Ivn Remarks:gA. nre the requirements tor Governmerìr u-- 
1öì30 (a) or (b) documented and justified for

pår*nàt'service contracts? (GC 19130 & SCM Vol I'

Ch. 7, Section 7.05)

! ves XNo E ¡¡¡N Remarks:39. Are any contract payments maqe Prrur 
-r'-- 

,pprouãland execuiion of the contract? (SCM Vol' I

Ch. 4, Section 4.09)

CHP 6B0F (Rev 09 08) OPI 010
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H I G'*AY PArRo L

öörùriirllÀño ñsPEcrloN PRoGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Evaluated bY:

óãà o"" Troutte oSSl
Assisted bY:

i. Bio*n, Sgt' #14738

fl Division Level X command Level

n Executive Office Level ! Voluntary Self-lnspection

õõmmaøã's Signature:

-îØ/ût4/^"'*I Foltow-uP lnsPectionfotto-w+P Required:

!Yes MNo

For applicable policy, refer to: HPM 1 1'2' Chapler 7

cess at the

Policies and

procedures for Purchasing?

received

P 43' Purchases

Requisitions?

. Supplies for personally - owned equipment

. Commodities for Personal use

. Confirming order

. Purchases via the internet

Requisitions'
ainable from

different supplters or lrom olnererrt statewide

commodiiY contracts?

e CHP 43'5 ls all required lnÏol
Purchase Requisition?

, numbered

consecutively, starting an nning of each

fiscal Year (J u lY 1 )?

hase of goods
sioner, Staff' for



Page 2of3

3$^F-?5f$i5Pãl[t o ** 
^ 

H I Gr-{wAY PATR.L

äötvt-i,,IÀño ñsP :crloN PRoGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

contain the
aPProvals? X Yes lNo E nln

I Yes ENo n ruln0. Are the CHP 43' Purcnase r<eqursrtrurrÞ'

comPetitivelY bid?

\Âlarlze haat

X Yes !No n uln10. Does the Gl-ll'J-l Ð' rrlL;e '-urrrParrovtr 
r

document at least two price quotatlons /

racfc

X Yes nNo I N/AIt. Are Limited Compettttve öloqllrg Purur rq'

iñ"t litit or restriclthe purchasé to one specific - - - -

brand or model luttììiãi àn¿ in compliance with SAM

3555?

roctq Remarks:

Remarks:

Remarks:

I Remarks:

Remarks:

I Yes nNo E N/A12 Are Lim¡ted Uompeürlve Þluurrrg PururrqL

for items that ¡nterfãðe with existing departmental

equipment in compliance with SAM 3555'3?

fc

n ves ENo X ulnT¡. Oo Non-Competltlve ölo (l\uo/ pu'Y'lo--''" ã*iài. the NCB justificatìon and NCB Corrective

Action Plan documents?

^ X ves fl No D uln1+. Are items chect<ed lmmeolarery

damage when delivered?

I Yes DNo n Nlnt S. ts tng oT Ine Pulur rcrre v¡

appro forwarded to the Fiscal

Mana (FMS)' Account PaYable Unit'

within days of receipt' if all items are

- ^^antarl ?

^^ha¡l ìn tha
X ves ENo E N/A16 Are frelght ano/or paçKrr ¡Y ÐrrPù ql\qvr rvv

" 
tà."¡uËã copy of the purchase order and sent to

FMS?

.^t -ea nrrlor Remarks:

Remarks:

X ves ENo lIru¡n17 ls FMS prov¡ded a pnorouupy ur.trre vur\

unO any approved freight or packing, sllps as

å.lno*r"dgement tha[ a porlion of the order has

been received?

I Yes trNo ¡ N/A8 ls the origlnal recelvecr uuPy retqr'vv v.t

command tor. compìeiiã t 'no 
fonivarding-to the FMS

'-:.^-^^+ i- .o¡airrarl?

Remarks:

before being accePted?

X ves nruo Ivn
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INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

@it(PSU) notiried-- 
i¡---.riotclv'hv teleohone. foilowed in writing either

b , requesting.-cancellation

^ of an item, if it is

ã v requested on a CHP 43

Ë no tonger needed and a urchase order has not

yet been PrePared?

viewed and
opened for

an unreasonable length of time' (SAM 8422'0)

and Purchase

orders maintained for th PaYment?

(SCM Vol. ll, Ch' 11, ToPic 4)

a PaPer trail 
.-- 

oàãrt"nting the basis of the decisions made for the

purctrase? (-SCIV Vol ll Ch 2, Topic 11)

ade comPetitive
umvent the

Department'
(Public Cont



STATE OF'ALIFORNIA
DEPPRTMENT OF GALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROG RATV]
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

:::==:::::::::-::::=

Page 1of 2

INSTRUCTIONS: Answer individual items with "Yes" or "No" answer:;, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall tre commented on via the "Remarks" èection, Additionally, suc'h'
díscrepancies and/or deficiencies shall be documented on arr Exceptìrns Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follrw-up and/or corrective action(s) taken. lf this form is used as a Follow-up

rd only deficìent items need to be re-inspected.

-Placerville
Division:
Valley

unapter:
3

rated by:

'/¿rcDowell #10209
Dale:

12116:108
;led by: Date:

X Command Level

fl Voluntary Self-lns¡rection

Follow-up lnspection

For applicable policy, refer to: HpM 1 1.1 ; Chapte- 23

Are rnultiple X Numbers awarded to the same 'rendor
to circumvent the $4,999 contract limit?

2 he
STD, 204 Payee Data Record?

fl Division Level

! Executive Office Level

Are X Numbers
service and not

Do X Numbers requiring a contract (¡'e;*¡toiat -
landscaping) have prior approval from the Busiress
Services Section commander?

4 Are X Number requests made prior to the date the
services are performed?

5. Are X Numbers issued for a one-time usè?

Are prohibited services performed using anX
Number?

used for the procurement of a
the purchase of a commodity?

8. Are X Numbers issued for telecommr.tnications
related services pre-approved by
Telecommunications Section?

o Do X Numbers used for facilities related serv¡ceõ
(such as roof repair, electrical) costing over g1,100
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Comm issioner?

Lead lnspector's Signature:

î2ftlo>z
= 

/líz-¿-Z

Remarks; Placerville Area has never
requested an X number for any
telecommunicalions related services,

CHP 6808 (Rev 09.08) OPI 0'10



Page 2 of 2
STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

CON/IMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
X-Number Program

11. Do allX Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nNo n ru¡n Remarks:

12. Do allX Numbers awarded to a smallbusiness
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡¡o TruN Remarks:

13. Does the file documentation contain the STD. 2'1

Drug Free workplace certification for X Number
vendors?

ffi Yes fl ruo nrun Remarks: File documentation needs
to be updated, including SOP,
indicating STD 21 certificiation.

14. Do emergency service X Numbers document and
justify the emergency? X Yes n ¡lo nvn Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes nruo !vn Remarks:

CHP 6B0E (Rev 09-08) OPI 010
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Command:
Oroville

Division:
Vallev

Chapter:
3

lnspected by:

Perlstein
Date:

12118t08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:' enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
Page 1 of 3

ÜTPY

ryPE OF INSPECTION

fl Division Level X Command Level

! Executive Offrce Level

n Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

nves Xruo

Fon¡vard to:

Due Date:

Date:

12t22t08

lnspector's Comments Reqarding lnnovative Practices:

Command S estions for Statewide lmprovement:

lnsoector's Findi

Area command is aware of the responsibility and imporlance of proper purchas¡ng and procurement
processes. The office serv¡ces superv¡sor, Joyce Gutierrez, is knowledgeable and conscientious
regarding maintaining proper controls.

CHP 680A (Rev 09-08) OPI 010
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"À.,ro**,oDEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
Page 2 of 3

Commander acknowledges the findings.

Command:
Oroville

Diviston:
Valley

Chapter:
e

lnspected bY

Perlstein

Date:

12118108

Not applicable.

ired Action

Corrective Action Plan/Timeline

CHP 6804 (Rev 09-08) OPI 010



STATE OF ChLIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

GOMMAND INSPECTION PROGRAM
Page 3 of 3

Command:

Oroville
Division:

Vallev
Chapter:
J

lnspected bY:

Perlstein

Date:

12t18108

Daie:

t2.t:'-9
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev 09'08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Ghapter 3, Command Procurements
Cal-Card Program

Page 1 of 2

Command:

Oroville
Division

Vallev
Number:

240
Evaluated by:

Perlstein
Date:

Assisted by:

Gutierrez
Date:
12t18108

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include,any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required.
l_l Yes x trlo

E Follow-up lnspection uofnman0erla Date:

?t -)>- ?

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement, Emplovee, form?

X Yes nNo !vn Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes n ¡¡o nvn Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes INo n ruln Remarks:

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

X Yes I tlo n ¡¡ln Remarks:

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Deparlment of
General Services maintained in the file?

X Yes n ¡¡o f]vn Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

n ves Iruo X ru¡n Remarks:

7 Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? I Yes X ttlo I rurn Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes n ¡¡o I ruln Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? I ves ! trlo n ruln Remarks:

CHP 6B0D (Rev 09{B) OPI 010



Page 2of2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Gal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes D ¡to n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? I Yes ! ¡to n N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

E Yes fl l.lo x N/A Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l lto l--l lrlln Remarks:

14. Are CalCard purchases pre-approved by the
commander? X Yes nNo fl N/A Remarks:

15. Have all cardholders received training on the
Department's procurement processes? I Yes n ¡¡o nvn Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes X trlo trvn Remarks:

CHP 680D (Rev 09{8) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommand Procurements

Contracts

Page 1of 4

Command:

Oroville
Division:

Vallev
Number:
240

Evaluated bY:

Perlstein

Date:

Assisted by:

Gutierrez

Date:
12t18108

::::::-::::::':::::: :=:=::-:::::::=-:-=::-=::-::::::::::= - - -
anks as indicated.
on via the 'Remar

and addressed to t
action(s) taken. lf P

ffiECfut't
n Division Level X Command Level

n Executive Office Level flVoluntary Self-lnspection

lnspectois

Follow-up Required.
l-l Yes X ruo

n Foltow-up lnspection corñmander's slgnatFre:

t ^-J. ú'rt*r,-,-
Date:

tt-!r-oÀ

For applicable policy, refer to. HPM 1 1.1, Chapter 22

l.ls a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of
the estimated dollar value?

I Yes nNo E Nln Remarks:

n Yes fl No X tiU¡, Remarks:2. ls a CHP 78 Contract Request used Ïor one-llme
services exceeding $4, 999.99?

a ls tnJOffice of Primary lnterest (OPl)tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

! Yes nNo Xvn Remarks:

4. ls the performance of contract services monitored
and documented? X Yes nNo fl N/A Remarks:

5 Rre al cop¡es of correspondence with the vendor
maintained? I Yes n ¡lo I N/A Remarks:

Are letters for contracts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?

b
! Yes INo X N/A Remarks:

7 . ls the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?
E Yes INo x N/A Remarks:

ned,
als
1.1,
P

78A?

I Yes n ¡lo Xvn Remarks:

CHP 680F (Rev 09-08) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI..WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes nruo x N/A Remarks:

10. ls all work completed and accepted by the
Department before expiration of contract agreement? X Yes fl No !vn Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.9., review
progress reports and interim products)?

X Yes nNo n Nln Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo fl N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I Yes n ¡lo X ¡¡IN Remarks:

'14. Does the requestor verify the contractor'has fulfilled
all requirements of the contract before approving the
final invoice?

X ves n ¡¡o nvn Remarks:

'15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes nruo I ru¡N Remarks:

16. Are all applicable form sections of the CHP 78
completed? n Yes nruo X n¡n Remarks:

17. Do emergency contracts document and justify a

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

I ves E trlo X ru¡n Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

X Yes E t'¡o nvn Remarks:

19 Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X ves E trlo Ivn Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%? l-l Yes f] trlo X ru¡n Remarks:

CHP 6B0F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! Yes E f.¡o X N/A Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes nruo x N/A Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

! ves ! tlo X ruln Remarks:

24. Do conference room rentalcosts exceeding the $500
per day limit have, pre-approval from Assistant
Commissioner, Staff?

n Yes n ¡¡o Xvn Remarks:

25 Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

X ves n ¡lo Xvn Remarks:

zo ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1 ) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
('14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(1 9)Uninterruptible Power Supply Maintenance and Repair

X ves I trlo I ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information
fon¡varded to Contract Services Unit (CSU), along
with the contract number fo¡ retention after
Commander review?

! Yes X tto ! Nln Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes !No X ruln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three Vears after the final payment of
the contract?

X Yes n ¡¡o n N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes X t'¡o n NiA Remarks:

31. ls a computer file prepared for all contracts
administered? I Yes X trto n ru¡n Remarks:

32. ls a spreadsheet prepared listing all expenditures?
n Yes xNo n ¡r¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? n Yes nruo Xrun Remarks:

34 ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

fl Yes nruo X ruln Remarks:

35. Do consultant services contracts of $'1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

D Yes n ¡lo X ruln Remarks:

36 Does the contract file coniain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3 Section 3 02.5)

n Yes I tr¡o X ru¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes f ¡lo tr N/A Remarks:

38 Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

! Yes X tto X N¡n Remarks:

39 Are any contract payrnents made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch 4, Section 4 09)
tr Yes X trlo E ruln Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

Page 1of 3
Command:

Oroville
urvtston:

Vallev
Number:

240
Evaluated by:

Perlstein
Date:

Ass¡sted by:

Gutierrez
Date:
12t18t08

:::::::::==:::::::::::=:
ll in the blanks as indicated. Any discrepancies with policy,
mmented on via the 'Remarks" sect¡on. Additionally, suclr
ocument and addressed to the next level of command.

! Division Level X Command Level

fl Executive Office Levet ! Votuntary Setf_lnspection

Follow-up Required:
!ves Xruo I follow-up lnspection

ulmmanoerF 
Ygnatufe:

ItJ'ltev-.>s¿y'
Date:

lt-:-1,ag
For applicable policy, refer to: HpM 1 1.2, Chapler 7

1. Are participants in the pr@
command level familiar with the related policies and
procedures for purchasing?

X Yes !ruo Ivn Remarks:

I rqvs ^vpr Lrvet 5/tcvtewers oT purcnases recglvgd
procurement training? X Yes !ruo n ¡¡n Remarks:

3. Are prohibited items
Requisitions?

. Supplies for personally - owned equipment. Commodities for personal use. Confirming order
. Purchases via the internet

X Yes Xruo ! ruln Remarks:

4 Are separate CHp 43s, purctlãG nequ¡s¡t¡ons,
prepared for commodity items obtainable from
different suppliers or from different statewide
comrnodity contracts?

X Yes Iruo tr ¡¡¡n Remarks: Office Depot

rÞ qr rEL{urËu ruutrnalton entgrgo on tne çHp 43,
Purchase Requisition? X Yes Iruo fl ¡¡¡n Remarks:

, \rE 're vr l +r, rutut ¡dsc ñequfslllons, numþered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

I ves ! tr¡o fl N/A Remarks:

ñrç e^yçurLEu ruLlucsts tot tne purcnase Ol goods
fon¡¡arded to the Assistant Commissioner, Staff, for
approval?

X Yes tr ¡lo tr N/A Remarks:

CHP 680C (Rev 09{8) Opt O.t0



STATE OF CALIFORNL\
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND TNSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 2 o'13

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes ENo !vn Remarks:

g nre the CHP 43, Purchase Requisitions'
competitivelY bid? X ves nNo n ruln Remarks:

X ves nNo n N/A Remarks:10. Does the CHP 315, Price Companson vvorKsneel'
document at least two price quotations?

11. Are Ltrnited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM

3555?

n Yes fl t'to X ru¡N Remarks:

12 Are Ltrrilted Competitive Bidding purchase requests

for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

n Yes nNo Xvn Remarks:

n Yes nNo X nln Remarks:13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

14-Are ltems checked immediately for content and

damage when delivered? X Yes I l,lo T ru¡N Remarks:

t S. ls tfre 'feceived copy" of the purchase order

approved, dated, and forwarded to the Fiscal

Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are

accepted?

X Yes n ¡lo I ruln Remarks:

X Yes n r'lo Xvn Remarks:16, Are freight and/or packing sl¡ps attached to tne
received copy of the purchase order and sent to

FMS?

X Yes nruo fl N/A Remarks:'17. ls FMS provided a photocopy otthe purchase oroer
and any approved freight or packing slips as

acknowledgement that a portion of the order has

been received?

1B ls the original "received copy" retained by the
command for completion and forwarding to the FMS

when the complete shipment is received?
X Yes nNo nvn Remarks:

19. Are Damaqed items delivered by common carrler
acknowledged on ihe freight bill by the carrier's driver

before being accePted?
I Yes trNo Xvn Remarks:

CHP 6B0C fRev 09-08) OPI 010
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

. COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes nruo n N/A Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes n ¡¡o n ¡rn Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes nNo Ivn Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic '1 1)

I Yes !No n ruln Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Depaftment's delegated purchase authority limits?
(Public Contracts Code Section 10329)

! Yes X Irto nrun Remarks:

CHP 680C (Rev 09Ð8) OPI 010



STATE OF CALIFORNLC

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2

Command:

Oroville
Division:

Vallev
Number:
240

Evaluated by:

Perlstein
Date:

Assisted by:

Gutierrez
Date:
12t18t08

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-

TYPE OF INSPECTION

fl Division Level X command Level

E Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
TYes Xruo

ll Follow-up lnspection Codimander's Sión/ture:le ('ur.,-,r,
Date:

,?->>. t
For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? I Yes X trlo nvn Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes I t,lo n ¡¡ln Remarks:

3. Do X Numbers requiring a contract (i.e , janitorial or
landscaping) have prior approval from the Business
Services Section commander?

I ves trruo n ru¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? X Yes n ¡lo E ru¡n Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l tlo l-l vn Rema¡ks:

6. Are prohibited services pedormed using an X
Number? n Yes X trto n ruln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I Yes I l,lo fl N/A Remarks

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

fl Yes I l',lo X ru¡N Remarks.

9 Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes ! l.to T N/A Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assista nt Comm issioner?

I Yes E tlo Xvn Remarks:

CHP 6B0E (Rev 09 08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2 o'12

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes n ¡lo fl vn Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes ! l.lo !vn Remarks:

13. Does the file documentation contain the STD. 2'1

Drug Free workplace certification for X Number
vendors?

! Yes X tlo Ivn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes n ¡lo n rrUn Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes !No n ruln Remarks:

CHP 680E (Rev 09-08) OPI 010



STATE ry CÄLIFORNIA

ÞEPAF1'ìVIENT OF CAL.¡FORNIA HIGI-IWAY PATROL

COMMAN D INSPECTION PROGRAM
EXCEPTIOT ;S DOCUMENT

Command:

250
Division:

Valley Division
Chapter: I n f.-
Chapter¡t ,,t ,'o

lnspected bY:

Lieutenant A. Ornelas
Date:

12/0912008

!,e

etyped.Che.Enterthechapter
lns[ection nu he document

document sh ewide

rective action m may be used if

additional

The Area currenfly has three Cal-Cards. One Cal-Card is used to purchase office supplies, the second

is used for janitorial supplies, and the third is used for authorized automotive supplies. Prior to any

purchase being made, personnel received verbal authorization.

Card holders have not received adequate departmentaltraining in the procurement process.

is required.

n Corrective Action Plan lncluded

! Appeallncluded

X Rttachments lncluded

TYPE OF INSPECTION

I Division Level X Command Level

! Executive Office Level

Commander's Signature:
Follow-up Required:

nYes X No

lnsþector's Comments ard¡nq lnnovative Practices:

CHP 6804 (Rev.09-08) OPI 010



srATE oF churonNn
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIOI.]S DOCUMENT

Page 2

Command

250
Division:

201
Chapter

3
lnspected by:

Lieutenant A. Ornelas
uale:

12109t2008

Commande/s nse:

lnsDector's Comments:

CHP 6804 (Rev 0908) OPI 010



STATE OF 
'O'''O**,NDEeARTMFqT or cÁL¡ronNlc HtctlwAy pATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIOI\IS DOCUMENT

Page 3

Command:

250
Division:

201
Chapter:

3
lnspected by:

Lieutenant A. Ornelas
Date:

12t09t2008

I RevieMDecision: (This shall be the

Commande/s Signalure (for appeal):

3HP 6804 (Rev. 09-08) Op¡ 01O



STATE OF CALIFORNIA
DEPARTMENT OF CALIF()RNIA HlcI-{WAY PATììOL

GoMMAND' lNrìPECTto¡i PROG RAM
INSPECTION CHÉdIil¡Sr
Chapter 3, Command procurements

Cal-Card Program

Page l of 2

Command:

250
Division

Valley Division
Number:

Evaluated by:

Lieutenant A. Ornelas
Date:

12t09t2008
Assisted by:

OA Valerie Pontarelli
Date:

12t09t2008

r fill in the blanks as indicated. Any discrepancies with policy,
commented on via the "Remarks" section. Additionally, sucÉr
Document and addressed to the next level of command.

tr Division Level I Command Level

! Executive Office Level ! Voluntary Self-lnspection

Follow-up Required:
Yes No

For applicable policy, refer to: HpM 11.2, Chapter 3

1. Are all employees associated w¡tfr t¡ré use of tne õ+
Card program completing the CHp 78S, Conflict of
lnterest Statement, Em form?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vêndor
utilized?

Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

lf the vendor is a small business or DVBE is util¡'zed,
is the certification letter from the Department of
General Services maintained in the file?

4.

5.

6

7. Are purchases split into multiple transactions in order

When fair and reasonable is utilized, is the fa¡r and
reasonable method documented and properly
justified?

to circurnvent transaction purchase limits?

Does the CHP 317 CalCard Log fulty describe tre
purchase?

I, Are bank statements reconciled with the CHp 317
Cal Card Log and the receipts/invoices?

Lead lnspector's Signature:

OU¿, Lù-. rrq{o

Remarks: The budget restraints
implemented at the end of the fiscal
year make it appear as Ìf the

HP 680D (Rev 09-08) OPt 01O



STATE OF CALIFORNIA
DEPARTMENTOF CALIF(

COMMAND INI
INSPECTION Cl-lcur ^r_¡ù f

Page 2of2
.iROL

.,.¡ PROGRAIUT

Chapter 3, Command procurements
Cal-Card Program

'10. ls the CHP
and maintained?

11, Are credit¡nvo¡cffi
maintained with the bank statement?

12. Do non-ite
document

' ¡r ¡^^li+., -quantity, ar¡r.r untr pnce or the ¡tem(s) purchased on
the bank statement.

l3.AreCalCardsmffi
Remarks: Card holders are,required
to secure the cal-card.14,AreCatC.arO@

commander?

15

16

Haveallcardhoto@
Department's procurement processeð ?

Are item(s) purch
by departmental policy?

lP 680D (Rev.09OB) Opt OIO



srnrr or cALtFoRNtA
DEPARTMENT.OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROG R,AM
EXCEPTIONS DOCUMENT

Command:

250
Division:

201
unapter:

3 - Contracts
lnspected by:

Lieutenant A. Ornelas
Date:

12t05/08

additional space is

INSTRUCTIoNS:lhisdocu¡enlshall betyped. Checkappropriateboxesasnecessary,orfìll intheblanksasindicated.Enterthechapter
number of the inspection in the Chapter lnspection number- Under "Forward to:" enter the next level of command where the documentshall be routed to and its'due date. This document shall be utilized to document innovative practices, suggestions for statewide
i1:?::T::l:5:':t1^1,9:lciencies, correctrve act¡on plans, and may be used ro appeatfìndinss. A cHp b1 Memorandum may be used if

TYPE OF INSPECTION

! Division Level [] Command Level

! Executive Office Level

! Corrective Action Plan lncluded

I nppeallncluded

Xl Attacnments lncluded

Follow-up Required:

nYes X ruo

Commander's Sig nature:

lnspector's Comments Regarding lnnovative practices:

Command estions for Statewide rovement:

The North Sacramento Area currently does not have any outstanding, in-process, or pending contracts.

The tow evidence contract is being managed by Valley Division. The Area, up unt¡l recen¡y, did not seethe invoices being submitted by the tow company, A þrocedure has been implemented to have the towcompany route the invoice to the Area and then the Area will reconcile and route the invoice to Valley
Division for payment.

All other contracts are managed by Facilities Section.

)HP 680A (Rev O9-OB) OPI 01O



STATE OF CALIFORNL{
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

250
D¡vision:

201
Chapter:

3 - Contracts
lnspected by:

Lieutenant A. Ornelas
uate:

12t05/08

Commander's Res

or's Comments:

Corrective Action Plan/Timeline

JP 6804 (Rev. O9ÐS) Opt OjO



srnie or cALTFoRNTA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

250
Division:

201
Chapter:

3 - Contracts
lnspected by:

Lieutenant A. Ornelas
Date:

12t05t08

eall.

I )- L>S -¿ß
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
TNSPECTTON gHECKLIST
Chapter 3, Command procurements

Contracts

Page 1of 4

Command:

250
Division:

Vallev Division
Numberi

Evaluated by

Lieutenant A. Ornelas
Date:

12t05t08
Assisted by:

OA Valerie Pontarelli
Date:

12t05t08

::-::::::::__::: ___ -=
ffilåi|"1?)i:,#î:l l$:åï*':T:,yj'i'Iï;"::^Ì:^:::y::;::lli1l1î o.]"l:,1 i"qi:ated Anv discrepancies w*h po,icv,
3[:[::f"ß:1;lilTi]11."""1:S:::î:trl11lll:.i,.ry"l:t: :h" ri" "ä.,".iJiäì "il:r[!'fi"";g'iJJìï:'ilffiåijìj]::J:n,;' äïÄ: 

" ":å'iËi;,ä 
iåflïÍihlFr rrlhermore lhp Fveantin^c ñ¡¡r ¡*^^¡ ^L^r :- -r ;'ïiil:, ;il'iii,i o"3T i Ê3fi ;*-, olnspection, the "Follow-uo

items need to be re-inspected

TYPE OF INSPECÏION

I Division Level I Command Level

E Executive Office Level ! Voluntary Self_lnspection
Ò . ltqgo

Folow-up Required:
lYes XNo

l_l Follow-up lnspection {E rt'å.Ë
I Date:0.- I r \-Jrì)

For applicable policy, refer to: HpM 1 1.1, Chapter 22

ñequesr useo ro lntttate all
service contracts which are repetitive, regardless of
the estimated dollar value?

tr Yes Xruo Xrun Remarks:

,e q vr il r u vu,[tdul ñcL{uest usgo lor ong_Ilme
services exceeding $4, gg g. gg? ! yes n ¡¡o X ru¡n Remarks:

rcresr (urtJ rracKtng
the requesting command
sed, followed by "Cp" for
the CHP 78?

! Yes nruo X ru¡n Remarks:

¡v r¡,v pe,,v'rrrqrrvç ut rJuilUclut òtjt VtUgS mOnlIOIgO
and documented? X Yes nruo nrun Remarks: The performance is

monitored, however, the contract
manager is primarily Facilities
Section.

vr evrrsùp(JiluËilug wil.il Lf lg vgnoor
maintained? n Yes nruo Xrun Remarks:

b uuuuilteillea ano malnlalngd
which outline any problems related to substandard or
non-performance of the vendor?

I Yes trruo Xvn Remarks:

specifically and in as much detail as possible in the
CHP 78?

n yes !ruo X ruin Remarks:

tr Yes n ¡lo Xrun Remarks:

HP 680F (Rev. O9-0S) Opt 010



Page 2 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMANÐ INSPECTION PROGRAM
INSPECTION PHECKLIST
Chapter 3, Command procurements
Contracts

! ves !ruo Xrun Remarks:

,,tJ'vreu qr ru duuepleo Dy Ine
Department before expiration oi .oniååt agreement?

-

1 1 Â ro ¡n nlra¡l ^

I Yes Xruo Xrun Remarks:

quarty, q i,åHäi:]:il,l,i"
manner s ract (e.g., reviewprogress products)?

I Yes n ¡lo Xrun Remarks:

^,: rlrvrilutrÞ rur paymenl revtewed and approved to
suDstanttate expenditures for work performed and toprevent penalties being assessed?

l1 A

I Yes trruo nrun Remarks: The invoices received at
the Area are reviewed and
processed.

v^per rurrurEè il tut Itut eq to gnsurg lnerg
are sufficient funds to pay for all services rendered
as required by contract?

-

'ld llnac {ha ra^

n Yes ! ¡lo Xrun Remarks:

a r r re q u i re m e. t, àí t Ä ã' . å ; ffi äl#å"j ;;å lij'J iri
final invoice?

appropriate and forwarded to Fiscai Management
Section for payment?

tr yes trruo X ¡¡ra Remarks:

fl Yes nruo Xrun Remarks:

completed?

17 ña ôñôr^^/
IYes I nruo lXrurn lRemarks:

n Yes Iruo Xrun Remarks:

I Yes Xruo X ru¡n Remarks:

tr Yes I tto Xrun Remarks:



Page 3 of4

STATE OF CALIFORNIA
DEPARTM ENT OF CALIFORNIA HIGIjWAY PATROL

COMMAND INSPECTION PROGRAM
TNSPECTTON CHECKLIST
Chapter 3, Command Procurements
Contracts

increased more than 30%? I lYes lNo X N/A Remarks:

21. ls the length of the contract amendment request
more than one year? I ves []No Xrun Remerks:

22. Are amendments requested before the expiration of
the original contract? n Yes !No X ruln Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
totalcost?

I Yes fl l.to Xvn Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes ! tJo XruN Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

I Yes I l.¡o x N/A Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevato¡ Maintenance and Repair
(7) Fire Exiinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
('12) Office Machine Maintenance and Repair
(13) Painting Services (inlerior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) ïelephone Services (cellular, satellite, and regular)
(18) ïelevision Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair

n Yes n ¡¡o X ru¡n I n"r",l.,

21. Ate all dnver license and fingerpnnt intormat¡on
fonvarded to Contract Services Unit ICSU). alor ll Yes Iruo X ¡r¡n Remarks:

CHP 680F (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

with the contract number for retention afteJ
Commander review?

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes tr trto x N/A Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

n Yes !ruo Xrun Remarks:

30. ls a log sheet maintained for a diary ot activities
related to the contract? tr Yes Eruo Xvn Remarks:

31. ls a computer file prepared for all contracts
administered? I Yes !ruo X rutn Remarks:

32. ls a spreadsheet prepared listing alf expenditures?
! Yes fl ruo Xrun Remarks:

JJ. rS tne nottltcatton to the contractor documented for
the start date for services to begin? lves I !ruo X ruln I Remarks:

ó4. ts rne contractor contacted to determ¡ne if all invoices
have been received in order to oversee the
completion of the contract?

X Yes n ¡lo X N/A Remarks:

rc. uo consutranr servtces contracts or s1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes !ruo Xrun Remarks:

ro. uoes rne conuacr flte conlatn tne U I D. 4 Liontractor
Evaluation form for consultant contracts?
(SCM Vol, l, Ch. 3, Section 3.02.5)

n Yes ! t¡o X ruin Remarks:

r/. uoes uonrracr worK onty þegtn alter approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) ! Yes Iruo X ¡lln Remarks:

oo. /{re rne requtfemenls Tor uovernmenl L;ode \jectton
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. I

Ch.7, Section 7.05)

n Yes n ¡¡o X rutn Remarks:

cy. Are any conrracr payments maoe pflor to the llnal
approval and execution of the contract? (SCM Vol
Ch. 4, Section 4.09)

! ves !ruo Xrun Remarks:

CHP 680F (Rev 09-08) OPt 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

250
D¡v¡s¡on:

Valley Division
Chapter:

3 - Purchases
lnspected by:

Lieutenant A. Ornelas
Date:

12109t08
\t

INSTRUcTIoNS: This document shall be lyped. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chap_ter lnspection number. Under "Foruvard to:" enter tñe next level of "or;;nJ;l;;;the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide'v1 YeJJvvr¡v

improvement, identified defìciencies, corrective action plans, and may be used to appeal findings. A CHÞ¡1 Memorandum may be used ifadditional space is reqtrired.

TYPE OF INSPECTION

I Division Level X Command Level

fl Executive Office Level

I Corrective Action Plan lncluded

n Appeal lncluded

X nttacnments lncluded

Follow-up Required:

Iyes X ruo

Fonvard to:

s Comments Regardinq lnnovative practices:

The North Sacramento Area has eleven purchases within the review per¡od. Of the eleven, three were
reviewed during this inspection. The inspection revealed the Area does not maintain the packing slip of
the received items. However, the Area ma¡ntains a log to demonstrate when the items were ordered
and received.

CHP 6804 (R€v O9-OB) OPt 01O



STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIQNS DOCUMENT

Page 2

Command:

250
D¡v¡s¡on:

Valley Division
Chapter:

3 - Purchases
lnspected by:

Lieutenant A. Ornelas
Date:

12t09t08

Commander's Response:

's Comments:

)HP 6804 (Rev 09-OB) Opt O1O



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIOAJS D9CUMENT

Page 3

uommand

250
Division:

Valley Division
Chapter:

3 - Purchases
lnspected by:

Lieutenant A. Ornelas
Date:

12t09t08

RevieMDecision: This shall be the onlv level of

u.
Commander's Signature (fo¡ appeal):

CHP 680A (Rev. 09-OB) Opt 0lO



STAÏE OF CALIFORNIA

TROL

PROGRAM

Chapter 3, Command procurements
Purchases

#:nißHlj?;"î:'.y::::l:*11,:^T:.yjtl',yes,or',No,,answers, orril in rhe branks ",,"6,."iìliåffiiffi:li.i:3lSil::.J,:',,"i::"1;iî::l". rl!ïti;";il;i:Hii"ïffiåï","iXi;:ï:qrå:li:,É,flffï:'å:ffiåijiil':,,:ldiscrepancies and/or dericie"",;:#:jl,oå:1,",#",ÉliË[:ì:"r,,".,-?ffi:ï,."""i:ãJIX,::äinT"ï'i:T" 
iî.",jåîijr";Ì""Éocument sha,¡ ¡.'" ,,"¡-î:;i;:':i:^"ï:i,,i:i:l,ii$iil".iliï¡¡:l ':Jlì,:,',:il::i,"Jr":TïÊ:ro*_uoI correcUve acuon(s) take

ient items need to be re_i

Lieutenant A.'Ornelas

OA Valerie Pontarelli

I Division Level X Command Level

! Executive Office Level n Voluntary Self_tnspection
c-Ì - lluc a

Follow-up Re
! Yes

qu

X
ired:
No I Follow-up lnspection

tI-17¿)
For applicable policy, refer to: HpM 1 1.2, Chapter T

1. Are participa
command level famjliar with the relaied policies andprocedures for purchasing?

Xruo

Have Approvers
procurernent training?

Are prohibiteO item
Requisitions ?

. Supplies for personally _ owned equipment. Commodities for personal use. Confirming order

' Purchases via the internet

Are separate
prepared for
different suppliers or from different statewide
commodity contracts?

lsallrequireotnro@
Purchase Requisition?

Are the CHP

.Tl:,1.uliugly,, starting anew at the beginning of each

4

5

6

fiscal year (Juty 1)?

approval?

Are expedited re
forwarded to the

7.

lP 680C (Rev O9{B) Opt 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

8. Dospecialized itemsffi
appropriate Division, and/or Opl approvals? ! ves I trlo Xvn Remarks; All CHp 43s are

processed through Division for
aÞÞroDriate routino/,,v (¡re vr rf .+jr, rutuil¿lse xequlsltlons,

competitively bid? ! ves n ¡¡o Xrun Remarks: The 43s reviewed were
acquired through commodity
contracts-evvo , rq vr rr o ru, t-lue uompanson Workshget,

document at least two price quotations? ! Yes nruo Xrun Remarks: The 43s reviewed were
acquired through commodity
confr¡ cfq¡\,8 

-.Lrrrrtsu 
uompeltilve btddlng purchase requests

that limit or restrict the purchase io one specific
brand^ or modeljustified and in compliancã with SAM
3555?

I Yes nruo Xva Rémarks:

1) A,ra I imifa¡l ô^-

f o r i te m s th a t i n te rfãc. * nitJr, !',' i' ; : ;: Ë: il?ä: i "
equipment in comptiance with SAM 3SSS.3?

nYes I ! ruo Xvn Remarks:

l? n ,tv,,_vvr r rpeuuvË Dru (t\rvÈ,/ purcnase rgqugsts
contain the NCB justification and NCB Corrective
Action Plan documents?

1Á, Ara ilomo ^

n Yes Iruo Xrun Remarks:

y tut uuillenl ano
damage when delivered? X Yes X t'to tr ¡un Remarks:

a p p ro v e d, d a te d, r n d r;*;"r5;å"iå","n". i,:::,
Management Section (FMS), Account payable Unit,
within three business days of receipt, if ali items are
accepted?

X yes nruo n ¡¡n Remarks: The Area maintains a log
to showing when the approved pO
was routed.

17.

18.

19

n yes Xruo E ru¡n Remarks: The Area does not
maintain the packing slips.

n yes nruo Xrun Remarks: The 43s reviewed showed
the entire order was received.

X Yes fl ruo ! ¡ue Remarks:

n Yes fl tto Xrun Remarks:

)HP 680C (Rev O9OB) Opt 01O



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL
coMMAru'o I rr¡s pÈCij oN Ënbe nnn¿INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

Page 3of3

20. ls P
imm

rr, requesting cancellation
n of an item, if it is
ity requested on a CHp 43
purchase order has not

!ruo

21. Are
inve
ân llnrôâô^ñ-Ll^ r-- ,,an unreasonable length or ttme. (SAM g422.0) F=:1k¡, The tos mainrained by rhearea ls used as a suspense file.

22.

23.

years after payment?
\vy,!, vvr. ¡¡r vr. r t, loptc 4)

Are dec
docume
purchas-r (ùurvt vot il ch. 2,Topic11)

Are purchas
bidding requ
Department's delegated_purchase authority limits?(Pubtic Contracts Cooe dection lãã;öi""', '

24

380C (R€v. o94s) Opt oiO



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM

5I1=ill?s:o:-_:gal:

Command:

250
Division:

201
Chapter:

3 - X Number
lnspected by:

Lieutenant A. Ornelas
Da te

12t05t08

iil#y",lL?Ì.Ì;13;,,';" ,r:Ëfj;,::i":rf"""?,^^tl:*:101îïj:l1lï::-î:i::"_::?y, or rìr in the branks as indicated Enter the chapter
lii,i"J :jJLiïl?i,i:,i y::,j"+i:: :íi:1,"1!¡Tpd: i!;;;Ëo"rwardì"I"iìåliiliJlii,lJ!l#'ilñXiåäX,,ii'."""å".:,ff".1ishall be routed to and its due date. This dotument shail be utirized to document ¡

I ¡r¡ù uuuurrrËrrt sf rall oe ullllzeo Io document lnnovative practices, suggestions for statewideimprovement, identif ed deficiencies, corrective action plans, 
";¡ 

;;t ¡ã u."o to appeal findinqs. A cHp s1 Memnr:nrrr rm ma,additional space is
appeal findings. A CHp 51 Memorandum may be used if

TYPE OF INSPECTION

fl Division Level X Command Level

! Executive Office Level

! Corrective Action Plan lncluded

! Appeal lncluded

I nttachments lncluded

Follow-up Required:

nYes K ruo

Commander's Signature:

s Comments Reqardi lnnovative Practices:

Command Su tions for Statewide Improvenrer¡t:

The North sacramento Area.has only two X-Number contracts for the current year. Verbal approval wasreceived by the command prior to the command seeking appropriate bids.

The North sacramento Area's X-Number Program was recently audited by the Department,s office oflnspections, Audits and Evaluations Unit.

CHP 6804 (R€v. O9-OB) Opt O.1O



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTI.CNS DOCUMENT

Page 2

Commander's Response:

I nspector's Cornments :

C o rre ct i ve A ct i oìÞ I a nffie h n e--

HP 6804 (Rev. O9-OS) Opt 01O



SÍATE OF CALIFORNIA
DEÞARTMENT or cÀltron¡ln Htct_twAy pATRoL

COMMAND INSPECTION PNOCNATVI
INSPECTION CHECKLIST
Chapter 3, Co¡nmand.procurements
X-Number Program

[lo;1îñ-::=-::-::==:=::-:::::-::::::=:--::::::::::__-:::::

lns e actton(s) taken. lf this
need to be re_inspected.

;ilì";;;ffiñ;;,applicable legal slatues, or deflciencies ñ;;l; the inspections shal he .ômhôn,ô^ ^ñ ,,;^ ¡L^ ¡ h^--- , , ..åå:i:;:i""i::1*"iiïåtî,ij:ff:î,'il,""xnl!;,ijn::?iiï:ll"T1r:I:ï,i1Ëlãï:qi;ffi::#t"i;il:'i:ffiåijjl;::J:il
ÊiH:?il?::i;:,J;:"i",i,""1ï;f:#:1,'.i:1,",ï1",É1i1:ii::1i:;,,"_ïff;:';,""""i:3ji"X,::Tin;"ï,i:1" i?iïiåîîjl;:Furthermore, ihe Exception. oo"ur"nt .i;ffi;,;;:î;';jll,-'ii^"p^t]i_t_'_::'-T:nt and addressed to the next levet of command.
!9P9gl9n ?::ll"_:(P^t1îl^_rj_,ll:,to'm is used as a Foilow-up

Division:

Vallev Division

12/05/08

OA Valerie Pontarelli

TYPE OF ItISpECfIO

! Division Level X Command Level

I Executive Office Level ! Voluntary Self_lnspection

Lead

,/ 

-

,* , à llLrqc

ruiluw-up Kequtredl
I ves X tro

LJ Follow-up lnspection

\lFor applcaÞle poticy, refer to: HpM 1 1.1 , Chapter 23

-

'l Aro mr rlfin ,\ ¡rurrrvsrù c¡wdrueo Io Ing Same vendor
to circumvent the 94,999 contract limiti 

--

2 l)npq Y L^.

n yes X t¡o !run Remarks:

srD. 204 p"t;;ö;äËä;;å'ã"*'ron conlarn tne

X Yes n ¡lo f ru¡a Remarks:

randscapingtñ"Ë;i;'¡#;:ïä,;'¿,"'Ël?il,""JJ
Services Section commander?

X Yes nruo Xrun Remarks:

X yes n ¡¡o n ru¡n Remarks;

È

6. X Yes fl ruo Erun Remarks:

! Yes Xwo n ru¡n Remarks:
NUmþer?

=--7. Are X Numho."-'^--i-ã
service and not the purchase of a commodity?

agreements have prior approval by the appropriate
Assistant Commissíoner?

XYes I !ruo !run Remarks:

! ves

!'Yes

nruo

f ¡.¡o

Xrun Remarks:

X ¡i¡n Remarks:

! ves Iruo Xrun Remarks:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command,Frocurements
X-Number Program

Page 2of2

11. DoallXNumbersawaffi
vendor contain three price quotations?

12. Do atlX Numbersàffi
vendor contain the small business certification from
the Department of General Services (DGS)?

13. Does the file documentatiffi
Drug Free workplace certification for X Number
vendors?

14.Do emergencyseffi
justify the emergency?

.15. lsthe iternized invoicetorffi
maintained in the command's files?

)HP 68OE (Rev. O9-O8i OPt OlO



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMITND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

{F *'r'') *- ? ¿¡'ã
*\r 

Tr

Command: Grass
Valley

Division: Valley SSe[3I ,

lnspected by: Sgt. M. A. Lawrence,#11017 Date: 1112O/20O8

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

n Corrective Action Plan lncluded

! Appeal lncluded

E Attachments lncluded

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level

Commander's Signature:
Follow-up Required:

I yes X ¡,¡o

Foruvard to:
Valley Division

Due Date:

ector's Comments inq lnnovative Practices:

The Area created a master log book to include copies of all required forms for each vendor.

Command tions for Statewide lmprovement:

None.

lns or's Findinqs:

None.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

lnspector's Comments:

None.

CHP 680A (Rev. 0908) OPI 010



HWAY PATROL

TION PROGRAM
UMENT

Page 3

é-at nwiewloggq¡g[ ln¡t tn"n ø" the onlr level of

ffirb srgnature (for appeal):

CHP 6804 (Rev 09-08) OPI 010
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INSPECTION CIIECKLIST - GOMMAND PURCHASES

Pa,ge 1oí3

STÂ-¡:CF l}l-FCRf,ltA
oiÞ¡¡¡Lg¡r cr c¡uFcF.I¡r!, ¡¡g-l¡JÀi' Pt.îacL

COM MAND INSPECTICIN PROGRAM
IÈ¡SPECTIOûJ CHECKLIST
Cha$er 3. Conrmand Proflir'efir¿nts
trurchås€s

Cúrrfngld

r?RASS VâU.EI/
I¡tßLn.
V4LISV

NUfnE*f

:r,ãll,åEf 0i.--
Sg.f. m. A. tâWfÀ€ÑCE,r rrPt?

Dã12.

tt-?þ-zoog
Æl-rfr-E.¡
oã €- WAG^fep_ +l'ro-I Òt

L€TÉ.

lr-?o'?o o¿

INSTRUCT|CTliJS: A¡srv:r indiuidu¿iitet¡s wiih -'1æ' x 'l'lo- ansy¡er5. ,:< ns in ìhe b'1t,::iÍjf^t:d-*:fÏfffry:r.Ï:l,ff['
IHJåïI'#=;ì#JJ*'l=äffiì:'ffi,äi;ri?"ip.ätå'ffi É" ":'*':.iT-"-1":i:li:çg-#Y;,1loii;5';;'*n;tËäffi;åËT-#.;-"=;;;;rf;- d.",","1ec'o1-g' e*¡f1ïig"-i{:!,'i i*#,î-',1f;: TJkit:fJ"iflf"TlËli;*'ffiå-,=*':'#,-";iåifü#Ëll,*;lËiää11'y"f;i,;;i*;;t:f;;;;¡; "'f.ii:igî1 ríriús rcrm is used as I Fcrrotv-tp

insoecticl¡, lhe i¡n'hor shall þ Íìãr\Èd åild onlï dÈi'riÉnt ¡tems nÉ':d 1Ú irere.ins-*H

T?9FF]F]EffiÑ--
! Division Level fl Comrnsnd Le'rel

! Execufi'.'e Ofíce Level I Vdunfsry'Self-Ìnspectíon

f,i aí:Fðt'{l":. Slln il u r:'

Tallot¡up Required.' l-lyes E tto n Fo llow'-up lnsPecticn

Frrn¡¡æftgtqn;:ul=.,- .'/
I ,' t' .r"

: ,. tl.ti. )i r '- .,'i1.7.-

For applicable policy, refer io- HPM 11.", Chapter 7

1-,1r"-"t'1"'F""t-n the prco-lremem prccess at the

cr-,mmsnC ler,'e[ fEmili¡r with the relared poli*ies sod

proced ures fo+ Prxcltasìng ?

E'"*t n ¡¡o I t'J,'t RÈrnañ(â

@rs of purcl',:ses rec'=iv ed

procur=mentirain in g? ElYes ú ¡+" ! ¡r¡r Remrfi Ë ARA óm¡rr¡qñlr@-
OFÃCß sEÊ/ICÉE SIJPy4

@red on CHP 43. Furclrr¡ses

F,eqlisìtions?

r Sr-çplies for persc'nally - cllrrred equtpment

r Commcdifie+ for Persanal use

r Confumhg order
r Furchaçeg vi¡ the inie¡nel

n'r'.* Elruo n Hl,,¡,
REffisf¡ã

ffi påßTeEHP 43s, Purd¡æe Requlsl¡lons,

pr*pared ioroommcdity items obt¡in¡ble írom

difierent zuppli*rs orfrom diferert sÈt¿wide

armrnoditY EÐnfacås?

E ves E t'¡c ! r'l¡* EEãraftã-

@¿rr=dorr theÇHF4:i"
Føch¡se Requisitnrr? ! Yes

1|
E t'¡c ! ¡r,,¡ *il#ËH.TätË

@isi¡ions'nrum¡ered
consecutively. slarting Enew at lle beginnir''q of =scir
fiscal Yesr (JulY I )?

Evo ! t-¡o T ru¡¡ RÉfnãfÏ6:

! Y*s nNo BX N''À Re-.rìãrÌ¿.-7. Are erpedited requesls lor rle PursnÊ-le or g{uu5
forwarded to t}re Åssis'l¡¡t Commissicner, Staíl for

approvaF

cHF ñ lþ. É:Éla'l u1î



PaEe 2oi3

sfÅÌE trF C¡i-tcFr'+tÀ
DEPâFJI,TjIJT ÐF G¿LIFCFNH HC+'/1JåT PATfrCL

CTMMAND INSPECTIOf.¡ PROGRAM. 
¡ilISPECTO{ìJ CHECKLIST
Chapter 3. Conn¡rand Procurements
ârrchases

a. Cro sp"-i"ii¿¿d ilems purcfras:d c¡nlain th¿

appropriate Þi'''isisn, a nd'or OF I aVpro': a 1s7 fi'tes nN" ! r,t,'r Êem¡fl(ã

A-+e tte Cl-iP 43, Purcir*sÉ Reqtlisi:ions.
,:ompeiiiiuelY bid? E r'as ! t'.¡o n ¡u¡'

3ì55 t or*€-
R È.Tr rÍ( 3bæù ar\ ettÎìqT| Þ^l
4fi4¿tls,

@, Fn,- corn Þansgn'.rì,' rxkshëÉÎ.

dcc-ument s't le¡si hr,o príce quolatìcns? E i'*t E ¡¡o ! ¡t¡¡. Rúnã11(.j

îiffiltd ct"tp"-t't've 3idding purchsse rËquÊsts

lh¡t limit ar resÍici llìe purchase io one specifrc

brand or mcdetjustified snd in ccrnptiance wìth SAÈ¡{

1555?

! t+: n r,¿o flnria RÈrÍgd(r-

ìTÂre L¡m¡tø tlompetitive 3idding pwchase r€quÊEts

ir¡r items lhat interÍ¡ce wiih e:risiinã depsrhnenilf
equipment in complianoe with SA[{ ?555'3?

! i'es ! tt" S r'rH EÊ..'rJfltS;

@il'lcBì purch,:s+ r4uesls
c¡.rnt¡in lhe NCE jr.rtifica{ion and t'iCB frcr'recfv-=

Actic¡ Flan docurnents?
! ì'ss n ¡1" E nt,'¡ ñErnalilã

ffiiate['forccntent¡nd
demr ge w'hen delivered? fl \'es E ¡¡+ ! r,¡¡¡

F.Efl¡iø-;

@epr-rchaseorder
approved. dat=d, and fonrarded to the Fiscd

[4"*¡n*"ti Section (Ffut5]' Âccowrt Payable Unit'

wthin-three busiîees da1= of receipt, if afl items ¡re

=ccegted?

E i'o n r¡o n ¡1,,¡ RÈíltsnç

hed to the
¡nd sent ts

FMS?

M v*s n¡ø n r¡¡¿ Remaffri

@ocopyøf the Plrcha:'e order

snd any approved treigfri or paclting slips as 
.

acknowlecigeme¡t that a portion of the order has

Lreen recei'¿*d?

E v*= n ¡¡o n ru¡¿
F.EíraÍtâ 

".ÊC8{T 
ÈA

üEDtt- krAS OqunÊL
ÞEuvÉ¿Y

@dcÐpy'retained bYthe

c¿mmand f+r com'pletion ¡nd forwarding to the F}'{S

when the comolele sl"jprnent is rzcziv¿d?
Elo E t¡o E ¡¡,n,

EEfl3fìt3:

@ered bycommonc¡rrier
ackn-ow1"-cg=d on ifre freight bill by the c¡rrÈr's driÚer

beiore heìng acc*Pted-l

n ves nruo E ¡¡,rr ^lò 
DAìA\Aà

EÈíì3¡ït- lî|9vìl Yt¡rr
¿onnrraOat æ22)éZ

ù'lî Tr¿ lÞ' BSI ül ut3

trl|r)t-E\, I tL,'tt vr-lE\., l\LlÐ ¡ - t¡/tJlvllvll{lllJ ÍLt l\vr ¡^vÊv lvY,f,
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COMMAND INSPECTON PROGRAM
INSPECTIOfiJ CHECKLIST
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COMIìTAND INSPECTION PROGR,qM
INSPECTOI'¡ CHECKLIST
Chap,ter 3. Conrnrand F roc.urenr¿nls
.r.-l lunrl¡ er Proe ranr

i 1 . if a ¡ li ,{ l'lurnL'e rs s,*¡rced t':, = non-small b'us¡rr*ss
i,endur con-tsin thr*e pnc= quc::trcns? ! r'*s I t'tc f,r't:r. Rern¡ rk:'

i3. ltE ¡,tl )i liurn.ie¡s ¡weried 1ri E sm¡ll b'lsírress
uÉndor EÐF.tåin the sm¡lj buginess :¿rÏif¡:ati¡n ir¡nr
ih: Drp.:rtnr:ni of G*n*ral SËr'.'iiEe lD'35jT

Ø¡*-. ! I'Jo I r..tiA. ne,'¡,s*,:; Vt l\,Nlg¿r{ÉT

',.:r-¡s.-s ìhe fil+ d¡cun:el-rtgtion coni¡tn the 5Ïf,'. !1
Drug Fr*e w',rr!iF,lgÐÈ certrfrc,sÙ¡n io' Ï lllnrc¿r
vendors?

t''*, n f,¡c ! r.l,¡. EËrnrí(F.. ¡6{S¡t5Ià Lêtã

ì.i. ito err+ergency ser'.'ic* .r. l.lurnÈ'ers dos:-lnrenl .¡ne
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""u,;' Í "'"1' ÜüpY
Command:

Gold Run
D¡vis¡on:

Valley
Chapter:

J

lnspected bY:

Officer Williams, #12961
Daie:

121111O8

ExcEPrf?$_?9_c_yy5II::::::::::::::::::::::::::::::::::::::::
E^+^- +k^ ^l-,^^+,

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM

e typed. Check appropriate boxes as ne Enter the chapter

tnspection number' Under "Fon'vard to:" he document

document shall be utilized to document ewide

rective action plans' and may be used to m may be used if

additional sPace is required

I Corrective Action Plan lncluded

! Appeal lncluded

f nttacnments lncluded

T'lPE OF INSPECTION

I Division Level X Command Level

E Executive Office Level

Commander's SignaturelForward to:
Valley Division

Due Date: 12131108

Follow-uP Required:

! Yes X tlo

aoter lnsoection: Command Proiurements

's Comments Regarding lnnovative Practices:

TheGoldRunAreaisabletomaintaineffectivefisc
clearly defined employee duty statements

relatively small size of the Area lends itse

commander is directly involved with all ac

r#s, ovedlme, contracts, etc')

The command wiil pursue creating spreadsheets to document purchases, X numbers, contracts and cal

card purchases as a real time expenditure reference and back up to REDS and ARMS'

Command Suggestions for Statewide lmprov

ARMS and REDS were definitely two huge steps in the right direction. Many of the initial problems have

been fixed or arc in the process of being fixed'

ersonnel from Administrative services Division give

year at a DACC. Preferably just before or

en approved by the legislature' New

d it gets us all on the same sheet of music'

ector's Findin

Within the Gold Run quested within deparlmental policy' They are used

for the procurement a commodity, and they are not used for any

prohibited services. done to date is when an x-number is awarded to a

small business vend n from DGS is not attached' However' since the

recent procuremenitraining on 11 l20loB,the ossl will be doing this on all future x-numbers awarded to

a small business vendor.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA

3E?À-ni¡mñf or cnltronrun HIGHWAY PATRoL

äöMMÀND lNSPEcrloN PRocRAM

EXCEPTIONS DOCUMENT
Page 2

Cornmander's R

'lamintheprocessoflearningtheAreapastpractices.lwillcontinueto
o ensure compliance with poii.j uno impiement processes to tra_ck-..:^^^.

requests. eg. spread.h".ir, oi-goino ad ministrative training' supervlsory

and command aPProval

r's Comments:

lrlone

N/A
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STATE OF CALIFORNIA

órpnRrn¡rrur oF cALtFoRNIA HlcrtvvAY PATRoL

COIVIMNND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command:

Gold Run
Dlvision:

Valley
Chapter:

J

lnspected bY:

Officer Williams, #1296 I
Date:

12111108

Commander's Basis for

nooeat neview/Decision: (This shalt be the only levet of

/t t/26
(for appeal):

cHP 6804 (Rev 09-08) oPl 010
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ööMMÀñD lNSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

---:=:----:::--:- ^lrrTn the blanks as indicated. Any discrepancies with policy,

INSTRUCTIoNS: Answer individual.itemt.*ltl- .Yi^t;^::)Î:Îi:i:lI.ot"'"rr"nted on via te "nåÃä*s; äect¡on" AdditionállV',such

ffi;iåïß1?)',ì"tJiy,ïÏ:ïI"Ëî?'j¡[::y"'"'L5[:l#::fä:1"'""."SfgtrJ*:"J5.åffi1[i;::l'¿l;'i?iilffilli]'*äi,*ç:n=l*";:::ull¡:5Hï,¡å":""1*:::i:li*ï:i'l'Jï'.ïmÏi::lftiÃ""rto 
the nex'l rever or command

;iräö"ì;Ëãn¿lot deficiencies shall be documented on an tsxceplrons t

Furthermore, r¡,e rxcept¡Jni ffiü;Î.*;ilìà;å; ;;ìJiow-up'ano/or corrective 
::ti",:t?"'

the'
lÐ 9veet I ¡vr rr

lnspection" b

Gold Run

[Fa d I n s Pe cto r's S i g n atu re :

!-Division Level X Command Level

! Executive Office Level I Voluntary Self-lnspection

fottow-uP Required:

For applicable policy, refer to: HPM 11'2' Chapter 3

of the Cal-

Card program completin{ ^ 
onflict of

int"i"!t õtatement,' Employee, form?

Remarks: Some STD 21's are

attached and maintained in the Cal

Card file, but most are not. The

OSSI intends on starting this for all

vendors as of 1/1/09.

rtifications
and file for

Remarks: Some STD 204's are

attached and maintained in the Cal

Card file, but most are not' The

OSSl intends on starting this for all

vendors as of 1/1/09.

intained

in tná c"l Card cómmand file for each vendor

Remarks: No, this is not done

currentlY, but the OSSl intends on

starting-this for all vendors as of

ement Board

Form 74 documenis maintained for each vendor

Remarks: No, this is not done

currently, but the OSSl intends on

starting this for all vendors as of

utilized,
of

General Services maintained ln tne llle /

Remarks: This has not been done in

our Area, but if it is utilized, it will be

documented and properly justified'

the fair and

i"ät¡n"Ul" method documented and properly

Remarks: This is againsi PolicY and

is not done in this Area.
s in order

Purchase limits?

CHP 6800 (RBv 0948) OPI 0'10



STAÍE OF CAbIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.ÍWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2 of2

8. Does the CHP 3'17 CalCard Log fully describe the
purchase? ! Yes X Irlo I N/A Remarks: Pertraining received at the

recent procurement training on
11120108, the purchase only needs to
be fully described in the log if it is not
on the invoice.

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes I rr¡o !Nn Remarks: Yes, the bank statements

are reconciled with the CHP 317 and
the receipts/invoices monthly by the
OSSl

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes INo ! ¡ln Remarks: Yes, the CHP 3'17 is

properly authorized and maintained
bv the OSS1.

1 1. Are credit invoicesireceipts for returned items
maintained with the bank statement? X Yes I tlo ¡ N/A Remarks: Yes, they are maintained

in the Area fìle.

12. Do non-¡temized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

n Yes X trlo nrun Remarks: No, but if the purchase is
not itemized on the receipt, it is listed
on the log, not the bank statement.

13. Are Cal Cards maintained in a secure area?
X Yes ! t'lo !run Remarks: We only have 2 Cal Cards

which are kept in a locked box in a
file cabinet which is locked afrer
business hours. The OSSl and
Automotive Technician are the only 2
authorized Cal Card users for our
Area.

14, Are Cal Card purchases pre-approved by the
commander? X Yes nruo nrun Remarks: Yes, they are verbally pre-

approved by the commander.

15. Have all cardholders received training on the
Department's procurement processes? X yes nruo nrun Remarks: Yes, the OSSI and

Automotive Technician both attended
the recent procurement training on
11120t08.

'16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? n Yes XNo Trun Remarks: No, all purchases are

within policy.

CHP 680D (Rev.09{8) OP¡ 010



STATE OF CALIFORÑIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1 of 4

Command:

Gold Run
Division:

Vallev
NUmber:

Evaluated by:

ÕFFt(i+?- D. tJluut .ùrvÇ
Date:

l7-tt'oP
Assisted by:

tl* u¡¿-, ¿ MA¿' n).A.rz-\

Date:

17-ta'r>ç

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, orfill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Documentshall include any follow-up and/orcorrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level X Command Level

I Executive Office Level flVoluntary Self-lnspection

Lead lnspector's Signature:

f,n,o-vh
Follow-up Required:
[_l Yes l-l trlo

l_l Follow-up lnspection Qomrqmdels Qgrrì{torc-\N Date:

i z\ rz-\cf2

For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes I t'lo nrun Remarks: Yes, a CHP 78 is used to
initiate all service contracts which are
repeiitive, regardless of the estimated
dollar value.

2. ls a CHP 78 Contract Request used for one-iime' services exceeding $4,999.99? X Yes n ¡¡o n ru¡n Remarks: Yes, but only one time.
This was with Cal Trans for fuel.

3. ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract oavable listed on the CHP 78?

! Yes X r'lo X ru¡n Remarks: The OSSI has only done
one ðontract since becoming the
OSSI in Gold Run. She did not do
this on that contract reouest-

4. ls the performance of contract services monitored
and documented? X Yes nruo nrun Remarks: Thís has not yet been

dealt with in this area, but if it is in the
future, the performance will be
monitored and documented.

5. Are all copies of correspondence with the vendor
maintained? I Yes nruo tr ru¡n Remarks: Yes, all copies of

correspondence with the vendor are
mainlained.

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes nruo n rrn Remarks: This has not yet been
dealt with in this Area, but if it is in the
future. this will be done.

7. ls the final product to be delivered described
specifìcally and in as much detail as possible in the
CHP 78?

X Yes Eruo ! ¡r¡n Remarks: Yes, the CHP 78
describes specifically the final product
to be delivered.

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22,be'fore forwarding the CHP 78 or CHP
78A?

X Yes nruo Xrun Remarks: Yes, all levels of
approvalisignature are obtained
before fonruarding the CHP 78 or CHp
784.

CHP 680F (Rev 09-08) OPI 010



Page 2 of 4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
exoedited processinq?

n Yes INo x N/A Remarks: This has not been deall
with in this Area.

10. ls allwork completed and accepted by the
Department before expiration of contract agreement? X Yes nNo trrun Remarks: Yes, all work is completed

and accepted by the Department
before expiration of contract
aqreement.

1'1. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specifled in the contract (e.9., review
progress reports and interim products)?

X Yes ENo nrun Remarks: We only have two service
contracts: HVAC and Pest Control.
They both fulfill their contracts as
specifìed, and HVAC also keeps a log
which is available.

12. Afe invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes nNo n rurn Remarks: Yes, invoices for payment
are reviewed and approved to
substantiate expenditures for work
performed and to prevent penalties
beinq assessed.

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes nNo r N/A Remarks: Yes, but not necessarily by
the Area. They should be monitored
by Fiscal Management Section since
they make the payment.

'14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes I trlo !run Remarks: Yes, the requestor verifies
the contractor has fulfilled all
requirements of the contract before
approving the final invoice.

15. ls the final invoice identified and approved, as

appropriate and fonruarded to Fiscal Management
Section for payment?

X Yes nNo E uln Remarks: Yes, the final invoice is
identified and approved, then
foruvarded to Fiscal Management
Section for payment.

f6. Rre allapplicable form sections of the CHP 78

completed? X Yes ! tlo nrun Remarks: Yes, all applicable form
sections of the CHP 78 are
comoleted.

17 . Do ernergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
orooertv, or essential public services?

n Yes n ¡lo Xrun Remarks: We have not had to do any
emergency contracts in this Area.

'18. Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, EmPloYee, form?

E Yes X t'¡o nrun Remarks: No, the CHP 78S had not
been completed, but sihce the recenl
training on 11120108, itwill be in
future.

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

n Yes nNo Xrun Remarks: We have not yet had any
problems concerning the contractor's
performance.

20. Are contract amendment request dollar amounts
increased more than 30%? n Yes nruo X rutn Remarks: We have not yet had to

deal with this issue in Gold Run.

CHP 680F (Rev. 09-08) OPI 010
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srATE oF cRuronruie
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? n ves I t¡o X N/A Remarks: We have not yet done a

contract amendment request.

22. Are amendments requested before the expiration of
the original contract? n Yes ! tlo Xrun Remarks: We have not yet done a

contract amendment request, but if
we do one, it would be before the
expiration of the original contract.

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
roorn rental which is expected to exceed $4,999.99 in
totalcost?

n Yes nruo x N/A Remarks: This does not apply to
Gold Run.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Commissioner, Staff?

n Yes I trto Xrun Remarks: This does not apply to
Gold Run.

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

n Yes INo X ruln Remarks: This Area does not have
any ofthese types of agreements.

ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet lnstallation
(4) Diesel Generaior Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(12) Offìce Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
119)Unintenuptible Power Supplv Maintenance and Repair

26
X Yes ! l.lo nrun Remarks: There have not been any

contractors or specifìcally assigned
personnel scheduled to be on site for
more than 30 days.
Per Facilities Section, the only
vendors we need to run and print are
for Landscaping and janitorlal
services. The only vendor that
applies to our area is Northern Air
Mechanical, a heating, ventilation,
and AC company, and their results
are on file here. Per Facilities
Section, checking drivér's licenses on
all other vendors is left to our area's
discretion.

27. Are all driver license and fingerprint information
fon¡yarded to Contract Services Unit (CSU), along
with the contract number for retention after
Comrnander review?

n Yes XNo Irun Remarks: Per Facilities Section, we
are to keep the information in our
area file.



Page 4 of 4

srATE oF chr-tronruin
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

28. ls GSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes n ¡¡o I ¡ln Remarks: lf adverse information is
discovered, it is forwarded to
Facilities Section to review and
determine the outcome.

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes n ¡lo n N/A Remarks: Yes, all this information is
maintained in our area file for three
yeaÍs.

30. ls a log sheet maintained for a diary of activities
related to the contract? I ves I trlo I ru¡n Remarks: Yes, there is a sign in/out

log sheet maintained.
31. Is a computer file prepared for all contracts

administered? n Yes X trlo X ru¡n Remarks: No, a computer file is not
prepared for all contracts
administered. This Area only has
seven contracts.

32. ls a spreadsheet prepared listing all expenditures?
! Yes X t'lo n ruln Remarks: No, a spreadsheet is not

prepared listing all expenditures.
This Area only has seven contracts.

33. ls the notification to the contractor documented for
the start date for services to begin? X Yes nruo Xrun Remarks: Yes, this is documented

on the contract.

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

! ves Xruo !nn Remarks: No, we do not contact the
contractor regarding this; however,
the contractor will contact us if they
are not paid to see if we received all
of their invoices.

35. Do consultant services contracts of $1,000 or more
contain detailed performance critería and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n yes !ruo Xrun Remarks: We do not use any
consultant services.

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

! ves nruo X ru¡n Remarks: We do not use any
consultant services.

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes INo n ¡l¡n Remarks: Yes, lhe final contract is

approved pr¡or to contract work being
started.

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personalservice contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

n yes fl ruo X ¡ln Remarks: Th¡s does not apply to our
Area.

39. Are any contract payments made prior to the final
approvaland execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
n Yes Xruo nrun Remarks: Not to our knowledge, but

only the Contract Services Unit would
know for sure.
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STATE¡OF CALIFORNTA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

TYPE OF INSPECTION

! Division Level X Command Level

fJ Executive Office Level ! Voluntary Setf_lnspection

Lead lnspector's Signature:

'ftntytø"
Follow-up Reguired:
lves fruo ! Follow-up lnspection

For applicable policy, refer to: HpM 1 1.2, Chapter 7

commandreverramiriaru:i'ifi 3':jì:i#i""ìi.,XiH,
procedures for purchasing?

X yes !ruo ! ¡ln Remarks: Yes, the participants in the

procurement traininn ñn 1 1,"ñt^eL. r rdvE /-rppr uvers/revtewers oI purcnases recelved
procurement training?

. Supplies for personally - owned equipment. Commodities for personal use. Confirming order
. Purchases via the internet

X yes nruo tr rurn Remarks: Yes, the current
Administrative Sergeant also
qttgrded the procurement ha¡ning on
11t20t08.

! yes Xruo Irun Remarks: No, prohibited items are
not procured on a CHp 43.

nre ùspardrE þnr +os, rurcnase ñgqulsltlons,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X yes !ruo !run Remarks: Yes, separate CHp 43's
are prepared.

6 lc all ra¡¡ 'i v r¡rrvr¡rrqUvtt srtrEtçu uil l,l lg ur.lr 4ó,
Purchase Requisition? X yes

X Yes

!ruo

nruo

n ru¡n

6 AreThe¡¡1Pffi
consecutively, starting anew at the beginning of each
fiscaf year (Juty 1)? D ru¡n Remarks: Yes, the CHp 43's are

numbered consecutively, starting
anew at the beginning ofeach fiðcal
year.

CHP 680C (Rev.09{B) Opt 01O
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. STATË OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

7. Are expediteO re
fonryarded to the Assistant Commissioner, Staff, for
approval?

I yes Iruo fl run

!run

Remarks: To date we have not had
any expedited requests for lhe

o
I

8. Do specialized items pwcnaseO conta¡n tne
appropriate Division, and/or Opl approvals? I Yes !ruo Remarks: Yes, speciâlized ¡tems

purchased contain the appropriate
ennrôvelc

/-1rs ute rvnr ¿+J s, Hurcnase Requ¡s¡t¡ons,
competitively bíd? X yes nruo n rutn Remarks: Yes, the CHp 43's are

competitively bid.
4rì ñ^vvee u,v vr ¡r v rur riluË vutilp¡dl-lson vvofKsnggt,

document at least two price quotations? X Yes !ruo nrun Remarks: Yes, the CHp 31S
documents at least two price
quotations.41 Â¡^ r, r, v L,,LrrEv vvrIrpEUUvE Dtuutf lg purcnasg requgsts

that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

! Yes nruo X rvrn Remarks: We have not had to deal
with this in our Area.

4a ¡1¡a I i*i+^EU' "rvu vvr I ryEril,tvË E}tuuil tg put cllasg rgquesls
for items that interface with existing departmental
equipment in compliance with SAM gSS5.3?

Action Plan documents?

D Yes Xruo X ¡ltn Remarks: We have not had to deal
with this in ourArea.

I yes nruo Xrun Remarks: This is not done in our
Area.

Remarks: Yes, items are checked
immedìately for content and damage
when delivered.

14. Are items checkec imm@
damage when delivered? X Yes nruo tl N/A

4Ã lo lh^ ¡'¡v U,v I vver vev uvpy LJI U tË put ut tdse olggt
approved, dated, and fon¡yarded to the Fiscal
Management Section (FMS), Account payable Unit,
within three buçiness days of receipt, if ali items are
accepted?

X Yes fl t'¡o nrun Remarks: Yes, the ,'received 
copy', is

approved, dated, and fonvarded tó
FMS within three business days of
receipt with one exception. ln that
instance, the OSSl was in contact
with FMS-or Purchasing by phone,
and then forwarded the papenvork
when compleied.ro. /Ê\re iletgnr ano/or pacKtng slips attached to the

received copy of the purchase order and sent to
FMS?

X yes !ruo nrun

rÞ trrvrù pruvroeq a pnolocopy ollne purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes nruo !run Rema¡ks: We have not had to deal
y,jh tf.tr. in our area yet, but if we do,
this will be followed.

o. rs Lrte olgtnal recetveo copy retatned by the
command for completion and fonruarding to the FMS
when the complete shipment is received?

X yes Eruo trrun Remarks: We have not had to deal
y'Jh tL,.. in our area yet, but if we do,
this will be followed.

CHP 68oC (Rev. 09-08) Opl 0i0
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. STATE OF CALIFORNIA

DEPARTMEM OF CALIFORNIA HIGI-fWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

19. Are damaqed.item
acknowledged on the freight bitiby the carrier,s driver
before being accepted?

(ne rretgnr ollt to acknowledge the
20. ls Purchasing Serv

ll:T"_!irl"]y by,tetephone, fojtoweã in writins either
by a memorandum or e-mail, requestint ôåncellation
of the requisition or deletion of an item,t:f it is
determined that a commodity requested on a CHp 43
is no longer needed and a pûrchàse order has not
yet been prepared?

Remarks: We have only had to do
th¡s one time, and Supply Services
was called to cancel the order.

an unreasonable tength of time. (SAM 9422.0)

21. Are open purch
investigated to ensure the orders areîot opened for X yes nruo Irun

(SCM Vol. ll, Ch. 1 1, Topic 4)

22. Are copies ot
orders maintained for three years after payment? Remarks: Yes, copies of the

purcha
orders
from th
not not
made.23. Are decisions d

documenting the basis of the decisions made for the
purchase? (SCM Vot il Ch. 2, Topic 11)

Remarks: This has only.been done
on occasion, but will be done
consistently now since procurement
tratnrng.24. Arepurchas

bidding requ

P^"q1t1nt. s de legated p u rchase a uth o rity I im its ?
(Public Contracts Code Section 10329)

Remarks: No, this is not done in this
Area.

CHP 680C (Rev 09{B) Opt O1O



STATE OF CALIFORNIA
DEPARTME\ÍT OF CAIIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
X-Number Program

Page of2
Command:

Gold Run
Division:

Valley
Number:

Evaluated by:

O#tCê/t- \ r,)rl r tf,.^^ ¿

Date:

iL-tt-.,*
¡\SSfSTeC¡ Dy:

Y.ftt-A<.t ¿ llzr!+î,+l 
^/-\

Date:

I'L - to *ts x

H:rlåiß1?),Ìi"îi"Yil1"11,î*ï1i:':T:-y:'l ,t^"^',^::^Ìî^:::ï'r'r "'^l!1lhî blanks,ai,inijgated Anv discrepancies with poricv,
3ß:i:3:';;:iljjiliilll'"""T:::::î:fl11jy:.T?:"r91: :! 11-ú"-.¡'.n'"ntJ on u¡ãi¡,á 'Ë;;Ër' Ë"iìil:'Ãffiåijjiì,::J:il
Furthermore, the Exceptions Document shall include anv folow-uo and/or correcrive aerinn/sr t"u"I 'ìilä, 

i"i"jjJi#¿"å'J'i'Ëli;*_roo rur I I ¡ rù uùEU dù at rollow_Llp
d.

TYPE OF INSPECTION

f] Division Level X'Command Level

! Executive Office Level ! Voluntary Self_lnspection

Lead lnspector's Signature:

r-oilow-up F(equtred: I lJ Foilow-up tnspection

tr ves [-l no I

Date

,=\.-\oq
For applicable policy, refer to: HpM 1 1 .1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the 94,g9g contract limit? ! ves Xruo ! rurn Rem.arks: No, this is against policy

and is not done in this Area.sveù qI /\ rruiltLrrit iltg uuuuf llgf Ilailon conlaln tne
STD. 204 Payee Data Record? X Yes ! tto

I ¡to

trrun

X ¡lln

Remarks: New vendors have an STD
204 attached to the documentation,
but vendors we have used before do
not have one attached in our area file.
The STD 204's should be on file at
Business Services Section, with the X
Number coordinator.3. Do X Numbers requiring a contract 1Glþnlonal or

landscaping) have prior approval from the Business
Services Section commander?

tr yes Remarks: This does not apply to this
Area.

rlr ë ^ r\uiltuer reguesls maoe pr¡or to the date the
services are performed? I ves nruo ! rurn Remarks: Yes,'X Number requests

are usually made prior to the date the
services are performed. One
exception was for Sierra Tow when
they were used improperly as an
evidence tow; however, the
papen'vork was subm¡tted through
chànnels for approval.5. Are X Numbers issued for a one-time use?

I Yes trruo n ruin Remarks: Yes, X Numbers are
issued for a one{ime use.6. Are prohibited services performed usrngren X

Number? ! Yes Xruo ! rurn Remarks: No, X Numbers are not

7. Are X Numbers used for the procurernent of a
service and not the purchase of a commodity? X Yes nruo nrun Remarks: Yes, X Numbers are used

for the procurement of a service, not
the purchase of a commodity.c Àra Y hlrrml-^.^ I rvt rçrEevil il ilu¡ lludLlul l5

related seryices pre-approved by
Telecommunications Section?

X Yes nruo nNn Remarks: We have not had to
request any X Numbers for
telecommunications related services,
but if we did, it would be pre-
approved by Telecommunications
Section.

CHP 680E lRev. 09-08) OPt 010



Page 2 of 2STATE OF CALIFORNIA
DEPARTME-NT Ot' CALIFORNIA HtcHWAy PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over g1,000
have prior approval from Facilities'section?

ffi Yes nruo lrun Remarks: Yes, they are approved
usually via e-mail, and a copy of the
e-mail is kept in our file.

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

! Yes n ¡lo Xrun Remarks: We have not had to
request any X Numbers for lapsed
contractual agreements, but if we did,
it would be pre-approved by the
ânnr^nriã+ê Äcc¡Ê+.ñr ê^È-r^^i--- -

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes nruo TruN Remarks: Yes, all X Numbers

awarded to a non-small business
vendor contain three price quotations.

traeo Io a smail oustness
vendor contain the small business certification from
the Department of General Services (DGS)?

! yes Xruo ! ¡ln

nrun

Remarks: This has not been done to
date, but since the recent training
received on 11l2OlOB, the OSSI w¡ll
begin doing this.

13. Does the file documentation contain the STD. 21
Drug Free workplace ceriification for X Number
vendors?

X Yes n ¡¡o Rema¡ks: New vendors have an STD
21 attached to the documentation, but
vendors we have used before do not
have one attached in our area file.
The STD 21's should be on file at
Business Services Section, with the X
Number coordinator.

14. Do emergency service X Numbers document and
justify the emergency? X Yes !ruo trrun

!un

Remarks: Yes, emergency service X
Numbers document and justify the
emefgency.

15. ls the itemized invoice for each X Number service
maintained in the command's fìles? X Yes I trto Remarks: Yes, the itemized invoice

for each X Number service is
maintained in the command,s files.

CHP 6808 (R€v O9-OB) OPI 01O



óäËnniurr'n oÈ cru-lronruln HtcHWAY PATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

[E1:y¡.rroNS: This document shall be typed, check appropriate boxes as necessary, or fìll in the blanks as indicated' Enter the chapter

number of the inspection in the Chapter tnspection nut¡"r. Un¿"' "Forward to:" enter the next 1""^"1"1:^"::*1i:,"::"*,'O^iument

shall be routed to and its due date. This ¿ocument snall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective ".Iilñi"*,and 
may be used to appeal fìndings. A CHP 51 Memorandum may be used if

DPIF val

7V U,t=J '// -/' 7

additional sPace is required'

Serqeant Treharne

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

!
!
!

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

tt-/rf/oE
Commander's Signature:Forward to:

Valley Division

Due Date: 1213112008

Follow-up Required:

! yes X l.lo

.Hrþlr¡ì+*¿Ë¡r*;

s Comments lnnovative Practices:

Command S ons for Statewide I

lnc
- Card, Requisitions, Purchases and

¡ -- ----L-l-^ -^-..:^:A:^^^ ^.

Findi

Contracts. I found the files to be well organized and complete. I found that purchases, requisitions, and

contracts are compl"t"o *itn¡n departmõntal policy rs well as state law- I found minor errors in

papãrwork which cons¡sted of additional forms aséociated with the process, such. as srD 21 forms not

completed or small business certificates not kept in file. Recently all employees involved in the process

received the departmental procurement training'

CHP 680A (Rev 09-08) OPI 0'10
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DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

DPIF
Division:

VALLEY
Chapter:

3
lnspected by:

Seroeant Treharne
Date;

1112912008

Commander's nse:
Ãll employees involved in the procurement process have attended the departmentally requ¡red

utilized when
be reviewed during

procurement training. During that training a checklist was disseminated which is now
purchases are made. To ensure the appropriate paperwork is being completed it will
the qua¡terly Area audits.

lns s Comments:

CHP 6804 lRev 09-08) OPI 010



STATE OF CALIFORNIA
,DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 Sergeant Treharne

I Review/Decision: This shall be the Ievel of

CHP 680A (Rev. 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of 2

Command:

Donner Pass
lnsp. Fac.

Division:

Valley
Number:

Evaluated by:

Serqeant Treharne
Date:

11t29t2008

:iïl'_l/ê_ ::-ll1:riEæ
INSTRUCTIONS: Answer individual ltems with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" êection. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore-' the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

, the "Follow-up " box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection
slq bq

Follow-up Required:
!ves Xruo

LJ Follow-up lnspection te:

Þ/ r, /-
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHp 7BS, Conflict of
lnterest Statement, Emplovee, form?

I ves tr tr¡o Inn Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

tr Yes X t¡o n ru¡n Remarks:
Currently not completed for Bradbury
Office Supply. Will correct on next
purchase.

3. Are STD.204Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

! ves Xruo n ¡lra Remarks:
Currently not completed for Bradbury
Offìce Supply. Will correct on next

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

f, ves X t¡o n nln Remarks:
Currently not completed for Bradbury
Office Supply. Will correct on next

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

fi Yes n ¡¡o nrun Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

! yes Iruo X N/A Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? ! Yes X t¡o D ru¡n Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? I yes nruo n ¡¡ln Remarks:

L Are bank statements reconciled with the CHp 317
Cal Card Log and the receipts/invoices? ffi Yes Xruo !vn Remarks:

CHP 680D (Rev. 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
tNSPECTTOT{ CHEöKLtST
Chapter 3, Command Procurements
Cal-Card Program

'10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes nruo fl N/A Remarks:

11. Are credit invoicesireceipts for returned items
maintained with the bank statement? n Yes [] ¡¡o X ru¡n Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

I Yes fl No ! ru¡n Remarks:

'13. Are Cal Cards maintained in a secure area?
X Yes INo l-l r'¡ln Remarks:

14. Are Cal Card purchases pre-approved by the
commander? X Yes nruo n ¡rn Remarks:

15. Have all cardholders received training on the
Department's procurement processes? I Yes nruo nrun Remarks:

16. Are item(s)purchased with the Cal Card prohibited
by departmental policy? ! Yes X t'lo nvn Remarks:

CHP 6800 (Rev. 09{8) OPI 0l 0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

c9MMp,ND TNSPECTTON PROGRAM
INSPECT.ION çHEGKLIST
Chapter 3, Command Procurements
Contracts

Page 1of 4

Command:

Donner Pass
lnsp. Fac.

Division:

Valley
Number:

Evaluated by:

Seroeant Treharne
Date:

1112912008
Assisted by: Date:

¡c/ r
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Rernarks" section. Additionally, sucñ
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspect¡on" box shall be marked and only deficient items need to be re-ins

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level ! Voluntary Setf-lnspection

Lead

3lz Io'l
Follow-up Required:
|_l Yes X tlo

lJ Follow-up lnspection Date:

3/t /o
For applicable policy, rêfer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used io initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

I ves ! tto tr N¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceedin g $4,999.99? ! Yes ! tlo X n¡e Remarks:

3: ls the Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" fo¡
contract Þavable listed on the CHP 78?

X Yes n ¡lo I nln Remarks:

4. ls the performance of contract services monitored
and documented? X Yes nruo [ ru¡n Remarks:

5. Are allcopies of correspondence with the vendor
maintained? X Yes n ¡lo n ¡r¡n Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

I Yes Druo X ru¡e Remarks:

7. ls the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

I Yes !ruo [ ru¡n Remarks:

8. Are all required levels of approval/signature obtained,
including the ¡equired documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22,before forwarding the CHP 78 or CHP
78A?

I ves !ruo n ru¡n Remarks:

CHP 680F (Rev 09-08) OPl 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GoMMAND TNSPECTTON PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than éix
rnonths from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

! Yes INo x N/A Remarks;

10. ls all work completed and accepted by the
Department before expiration of contract agreement? I ves I ¡lo [ ruln Remarks:

1 1 . Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e,9., review
progress reports and interim products)?

I Yes I t¡o tr xtn Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes n ¡lo n N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

I ves ! tr¡o X Nln Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

I ves ! t¡o trrun Remarks:

15. ls the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

I Yes n ¡¡o fl N/A Remarks:

16. Are all applicable form sections of the CHP 78
completed? X Yes nruo n N/A Remarks:

17 . Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring imrnediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

! ves ! r,lo X ru¡n Remarks:

18, Are all employees associated with the management
of a contract completing the CHP 7BS, Conflict of
lnterest Statement, Employee, form?

X yes INo ! ¡¡ln Remarks:

19. Are problems cpncerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

! ves fl ruo X ru¡n Remarks:

20. Are contract amendment request dollar amounts' increased more than 30%? n Yes [l ¡to R N¡n Remarks:

CHP 680F (Rev. 09-08) oPl 0.10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

GoMMAND TNSPECTTON PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements
Contracts

21. ls the length of the contract amendment request
more than one year? ! Yes X t'¡o n ¡rtn Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes INo X Nrn Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rentalwhich is expected to exceed $4,999.99 in
total cost?

! ves I trlo X ruln Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Cornmissioner, Staff?

! ves !No Xrun Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) JanitorialServices
(5) Consulting Services

X Yes nruo I N¡n Remarks:

26 ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(1 l) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satell¡te, and regular)
(18) Television Equipment Maintenance and Repair
(19)Unintenuptible Power Supply Maintenance and Repair

! Yes Iruo X ru¡n Remarks:

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GoMMAND TNSPECTTON PROGRAM
INSPECTION.CHECKLIST
Chapter 3, Command procurements
Contracts

27. Are alldriverlicense anoffi
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes trno tr ruln Remarks:

28. ls CSU advised bythe comffi
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver Iicense
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes ! t¡o Xrun Remarks:

29. Are all invoices, records, anffi
maintained for three vears after the final payment of
the contract?

I ves Druo tr ¡lrn Remarks:

30. ls a log sheet maintained tor a OEry otãct¡v¡t¡es
related to the contract? X Yes I t¡o I ¡lrn Remarks:

3'1. ls a computer file prepared for all contracts
administered? ! yes !ruo tr Nra Remarks:

32 ls a spreadsheet prepareO tisting=jl expenditures?
! Yes n ¡¡o !Nn Remarks:

33. ls the notification
the start date for nNn Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

34. ls thecontractorcontacted toffi
have been received in order to oversee the
completion of the contract?

fi ves nruo X ¡¡¡n

35. Do consultant services contraffi
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

n Yes n ¡¡o Xrun

36. Does lhe contract file contain tne SfO¡ Contractor
Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

! ves nruo Xvn

37. Does Contract-work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) I Yes [ ¡¡o n ru¡n

38. Are the requirements for Government Coãe Sêctióì-
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.0S)

X Yes nruo fj ¡¡tn

39. Are any contract payments made prior to tfre final
approval and execution of the contract? (SCM Vol.
Ch.4, Sectjon 4.09)

I n yes Xruo nvn

CHP 680F (Rev 09-08) OPI O't0



STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

coMMAND INspEcïoñ pnbcnnnl
|NSPECTtoN CHECKLTST
Chapter 3, Command procurements
Purchases

Page of3

Donner Pass
lnsp. Fac.

D¡vis¡on:

Valley
Number:

Evaluated by:

Sergeant Treharne
Date:

11t29/2008

"//r

! Division Level X Command Level

! Executive Office Level ! Voluntary Self_lnspection

Follow-uo R

l_J Yes
equ

X
ired:
No

For applicable policy, refer to: HpM 1 1.2, Chapter 7

Are partici
command
procedures ror purchasing?

2. Have Approve
procurement training?

3. Are proh
Requisitions?

. Supplies for personally _ owned equipment. Commodities for personal use. Confirming order
. Purchases via the internet

4. Are se
prepar
different suppliers or from different statewide
commodity contracts?

elql"t
3/+ /o

Remarks:

lsallrequireoinro@
Purchase Requisition?

Are the CHP 43, pu

,1:frls,:cutivgly,. 
starting anew at rhe beginning of eachfiscalyear (Juty 1)?

approval?

CHP 680C (Rev. O9{B) Opt 01 0
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Page 2 of 3
STATE OF CAI-IFORNIA
DEPARTMENT OF CALI FORNIA HI GHWAY PATROL

GOMMAND TNSPECTTON PROGRAM
TNSPECTTON CHECKLTST
Chapter 3, Command procurements
Purchases

8. Do speciatized if,emsffi
appropriate Division, andior Opl approvals? X Yes f t¡o tr N/A Remarks:

9. Are the CHP 43, purchaseiequlsit¡ons,
competitively bid? I ves Iwo I ¡ln Remarks:

10. Does the CHP atS, eri@
document at least two price quotations? ! ves Xruo I ¡¡n Remarks:

Some only provided one

11. Are Limit
that limit
brand or
3555?

I ves Xruo n ruzn Remarks:

12. are Limited Competitive B¡d@
for items that interface with existing departmental
equipment in compliance with SAM 3SS5.3?

tr yes I ¡¡o X ru¡a Remarks:

13. Do Non-Competitive Bid (N@
contain the NCB justification and NCB Corrective
Action Plan documents?

! Yes Iruo X n¡n Remarks:

14. Are items checkeO immeOEGìy foiõõñGnt and
damage when delivered? fi Yes n f,lo n ¡ltn Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

Remarks:

o. rs rrte recetveo copy' or tne purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account payable Unit,
within three business days of receipt, if ali items are
accepted?

X Yes ! tto nrua

16. Are freight and/or packing stips attãõned to tfre
received copy of the purchase order and sent to
FMS?

I ves D tt¡o ! ruin

17. ls FMS provided a photocopy of tneiurcnase oøer
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X ves !ruo I rule

18. ls the original "received copy' retained by tfre-
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes n ¡lo nNn
19. Are Damaqed items delivered by common carrier

acknowledged on the freight bill by the carrier,s driver
befoie being accepted?

flves nruo X ru¡a

CHP 680C (Rev 09{8) OPt 01O
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COII,íMAND I NSPECTION PROGRAM
INSPFCTION CHEGKLIST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

n Yes INo X rurn Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasoRable length of time. (SAM 8422.0)

I ves fruo I ru¡n Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes I ¡¡o tr ru¡n Remarks:

23. Are decisions documented to create a paper trail
docurnenting the basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic 11)

! ves X ¡lo ! nln Remarks:
Paperwork is kept for the purchases
however, no basis for decisions are
tracked.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

f Yes X ¡¡o !vn Remarks:

CHP 680C (Rev. 09oB) OPI 01 0



STATE OF CALIFORNIA
DEP,ARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of 2
Command:

Donner Pass
lnsp. Fac.

Division:

Valley
Number:

Evaluaied by:

Serqeant Treharne
Date:

11t29t2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

n Division Level X Command Level

f] Executive Office Level ! Voluntary Self-tnspection
s /q lot

Follow-up Required:
Ives Xruo

! Follow-up lnspection Date:

7/+ /o
For applicable policy, refer to: HPM 1 1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? tr Yes Xruo I ruln Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? n Yes XNo trrun Remarks:

Several X numbers did not contain
the STD 204.

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approvalfrom the Business
Services Section commander?

! ves nNo X N/A Remarks:

4. Are X Number requests made prior to the date the
services are performed? I Yes nruo Ivn Remarks:

5. Are X Numbers issued for a one-time use?
X Yes l-l tlo Irun Remarks:

6. Are prohibited services performed using an X
Number? ! Yes Xruo E rrln Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes nruo ! tln Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

flYes nruo X ¡un Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

ffi ves nno n ru¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approvaf by the appropriate
Assistant Comm issioner?

n Yes fl t'¡o [j ruln Remarks:

CHP 680E (Rev. 09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HI GI-IWAY PATROL

_cgruMAND rNspeCrorv ËCoe nnr,rrtNSPECTtoN CHECKL|ST
Chapter 3, Command procurernents
X-Number program

Page 2of2

11. Do 
",,,vendor contain three price quotatìãnsZ 

''

12. Do att

Iff l"^l:ll1 n, th e s m a I I u r. i nã, Á 
" " 

rtî¡t a ti o n f ro mthe Deparrment of Gener"r serucl.löóäiä
13.

ta. 
.Do,9m9rgenjustifythe emergency? '--'- -vve

15. ls the ¡tem
maintained in the command,s files?

Remarks:
The. certificates are not always
printed.

Remarks:
No STD 21,s were completed.

Remarks:

Remarks:

lP ô80E (Rev. 09-08) Opt OjO



s'tATE oF cÁltron¡ln
óÈpnnrvErw oF cALIFoRNIA Hlcl-rwAY PATRoL

CourvlnND tNSPEcrloN PRocRAM
EXCEPTIONS DOCUMENT
:::-_::::::::::::::::::::::::::::::::--::::
INSTRUCTI.NS:Thisdocumentshallbetyped.checkappropriateboxesasnecessary,orfìllintheblpter
number of the inspection in the Chapter tnspection number' Under't"*:l:"^;,:::Îi"'iå1"iJ,",J;l"i
nttmber of the inspection in the Chapter lnspecllon nurtlocr' Lrr rusr I vrrv

shall be routed to and its due date rhis oo"""ni 'nå¡io"-'l!"gl: *:Y::f i:""'"1TiLli'X1"i¿iÞ-st vl"'o,rndum mar

ll3ijilîiiii:f;1ìåiî:;:i;:i",:ii?åïTi:lffililå:::läiii iå';;;i;;opea, fìndinss 
-Â'cHÞ 

sr Memorandum mav be used if

I Corrective Action Plan lncluded

I Appeal lncluded

tr Attacnments lncluded

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Office Level

Forward to:
Vallev Division

Due Date: 1213112008

Follow-uP Required:

IYes XNo

lnspector's Comments R lnnovative Practices.

additional sPace is required

No innovative processes are implemented at the command, All processes are completed in a Very

simplified rnanner.

Command S ñs for StatÑ'rde lmPrqYg¡1gü

None

lnsoector's Findings:

No discrepancies were found'

CHP 680A (Rev 09-08) OPI 01o



sinre or a*,ro**,o
óíËn"nirvrgñi oÈ c,qlt ronru tA H I cHWAY PATRoL

ööMMAño lr.¡sP icrloN PRoGRAM

Commander's Betpente:

All inspected items were being processed according to departmental policy

r's Comments:

Same as above.

N/A

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNLC
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3

Command:

Chico Area
Diviston:

Valley
Chapter:

J

lnspected bY:

Captain D. S. GillingvYa!g
Date:

1210312008

eal Review/Decision: Ïhit sh"lt b" th" only l*eM

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
óËpnniH¡rrur oF cALIFoRNIA HIcFWAY PATRoL

ôöu¡vlnND INSP :crloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

=::::::::::::::::::::::::: :::::::::::- - - - - -;:.ãñ-;;;;;ñ;;;i"ii:y"'' ?l \:::::i:i'^illlLll,ï"î*î:ï:qiåX';';,åryi5ï:'iîiñiili':3[il
ffi1,åTß11?)'i,"ilîï*î[iiüii:Ë",:[1iilü1:täÏ1ii=m*'Ïi¿:ãll:,::*[:;:i,:î"i1i:ffiT".'-:ãHi:;:5.i::*åiiï::,:J"'.i:5:;5¡å"f"1h":i+]iit#llr#,'mi::li1:l:n::]ïl;J'"JJ::"j:J."?Ti?lÎ;ä[iiãpã".¡"i and/or dericiencies shall ¡1 ogguT"ll"^t^?i:i::i::0"äj:.1iä:*; ä""(;;ìãr,ån lr thrs form rs used as a Follow-up

Number:

241-05-08Command:

Chico Area
Evaluated bY:

tain D. S. Gill¡S. Gillinqwater

ffi
! Division Level X Command Level

! Executive Office Level tr Voluntary Self-lnspection
-------- 

-^.t:-

/\ /v V ,Date:

)zroztzooa
ls :ilgnatu

LJ rUlluw-uP rrrry

l\ //\ ]J/-\#
_--, \-

E^. ^nntinahlo nnliev refef tO: HPM 11.2, ChaPter 3 \_-.-
"yl'

^{ +ha ñal- Remarks:
X Yes INo T N¡N1. Are all employees assoclateu wrrr rr'r rç u

Card program completing the CNP 7BS' Conflict of
,+ Emnlnrrac fnrm?

I ruln
Remarks:

llltËlçJt utoterrrerrrt É¡rrr'-/ --r: ;:;: ;;:::

X Yes INo2. Are STD' 21 Dlug Free vvul r\Prctr/E ver Lr

m"int"in"O withiñthe Cal Card command file for

each vendor utilized?

^.1

ffi ves INo Ivn Remarks: STD 204s for X-numbers

and Calcard are kept in one flle3. Are STD. 204 Payee uala Kecolu rLrr rr rl

in ir'" C"t Card command file for each vendor

utilized?

I N/A Remarks: The form is maintained for

our paPer contract.

Þ^ar¡l

I Yes INo4. Are califOrn¡a lntegraleo vvaste rvrdrrdv'

Form 74 documen-ts maintained for each vendor

utilized?

i ^ , 'lilizad
X ves trNo Ivn Remarks:5 lf the vendor ls a small DtlsllrtrÞÞ vr u v I- 

i. in" certification letter from the Department of

Cun"tal Services maintained in the file?

¿'.1

X Yes

I Yes

nNo ! N/A Remarks:6. When fair and reasonaole ls ul'llr¿Ëu' rù

reàsonable method documented and properly

justified?

XNo Evn Remarks:7. Are purchases spllt lnto mulrlple rl drrsd{

to circumvent transaction purchase limits?

I ves INo8. Does the cHP 31 / Ual uatu Lug Iurrv

purchase?

f ves INo I N/A I 
Remarks:g. nre bank statements reconclleo wlrn ttre ..,

Cal Card Log and the receipts/tnvoíces?

CHP 68oD (Rev 09-oB) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Remarks:ffi Log properlY authorized

and maintained? X Yes ENo Ivn

X ves Iruo E N¡N
Remarks:11. Are credit invoices/recelpts Ïor returneo rlerrrs

maintained with the bank statement?

X ves INo I ¡yn Remarks:12. Do non-itemized purchase recelpls/lnvolces
document the purchase by listing the commodity'

quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes [-.l tr¡o l-l n¡n Remarks:13- Are Cal Cards maintalned lfl â s€GUr€ ãre¡ir

X Yes nNo I nln Remarks:14. Are Cal Card purchases pre-approveo oy Ine

cornmander?

X Yes Iruo I utn Remarks:15. Have all cardholders lecelved tralnlng on ttle

Department's procurement processes?

I Yes XNo fl N/A
Remarks:'16. Are item(s) purchased w¡th tne ual uaro ptotrrurreu

by dePartmental PolicY?

CHP 68OD (Rev 0948) OPI 010
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STATE OF CALIFORNIA

óÈpnnrvervr oF cALIFoRNIA HIcHWAY PATRoL

óoumnND I NSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements

Contracts

::::::::::=:::::::::::::::::::::::::::::::-::::-_===::::::=:::'::::::=-"u*;;J:
ñrññ-;;;;ffi;i.-",*;;;r", or,,No" answers, orrn in the branks as indicated Anv discrepancies with policv'

^^--^n+orl nn vie lhe "Remarks" Lection. Additionally' such

$;iåiBlL?)'i,îläï::#iåii{¡i:Ët!-üiËlïr:riìi:r:'.itH##iå:ãi[i::*il1;:ffii"iÎi:ffi:i.:'"n
ãiJ"ffi:i"J::*iili::fJåi::":;5¡¿"fe1J'',":iË]-1:ä*:üil"li.;#.*ti{:lll:;:n::'tî,:J,"#::"i:J;?ÏT?lî;
m*n:::,ñ:i:::;ffiï3::#3[ff':i:li""J:T"ii"1iH]fi:ä'å';;;¡';ãction(s) 

taken rrthis rorm is used as a Fo'ow-up
:^-+ :+^ñô ^aod tn ho re-insoeCtgd.t,".,iliiillfi;:n?5,f;o' ""s 

uocumenr srr-rr rr ruruuE qr rv rvrrvrr "' -' -r"¡ut't 
itàrr n""o t

Captain D. S. Gillingwelgl

[-e a d I n specto r's S i g n a

rllffi
! Divrsion Level X Command Level

I Executive Office Level ! Voluntary Self-lnspection

/\ i\. -/l- q,;ì- Snr
),/ \ Date:

1210312008ir.'offd7'' 7Follow-up Required:
l---l voo Vl No

Ll l-ollow-uP lnsPeurr 'X'<.-)
\

For applicable PolicY, refer to: IPM 1 1 1, ChaPter 22

Remarks: The Area onlY has one

contract (Range).X Yes INo T N/AL ls a CHP 7E Çontracl Kequesr ubcu lu I

servicecontractswhicharerepetitive'regardlessof
the estimated dollar value?

X Yes nNo trvn Remarks:2. ls a cHP 78 Contract KeqUesI useu rur

services exceeding $4,999 99?

X Yes

X Yes

trNo n ru¡n
Remarks:

i+^raÀ

nNo ! ¡¡ln Remarks:4. ls the performance ol contraçr scr

and documented?

X Yes nNo E N/A Remarks:5. Are all coples oÏ corresponoence wrrr

maintained?

X Yes I t'lo I ¡yn Remarks:6. Are letters for contracts documenleq ar

which outline any problems related to substandard or

non-Performance of the vendor?

X Yes trNo f N/A Remarks:7. ls the final product to Þe oellvereu ucÞL

.på.Í"uilV 
"nd 

in as much detail as possible in the

CHP 78?

I ¡lln Remarks:
X ves nuo8. Are all required levels oÏ approvar/srgrr(

including the required documentation and approvals

toi 
""puä¡te 

and emergency contractsper HPM 11 'l'

Cntpiur 22, before forivardìng the CHP 78 or CHP

78A?

CHP 68OF (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

than six
of the contract
ner, Staff, for

expedited processing?

E Yes fNo X N/A Remarks:

I Yes E lr¡o Ivn Remarks:10. ls allwork completed and accepteo Dy Ine

Department beiore expi ation of contract agreement?

X Yes nruo T NiA Remarks:'1 '1 . Are con r'¡ rË

quality, in the

manner
progres

X Yes INo trvn Remarks:12. Are invoices for payment revleweo ano appluvcu tu

substantiate expenditures for work peformed and to

prevent Penalties being assessed?

.X Yes nNo I n¡n Remarks:13. Are contract expenditures monltoreo Io ensurs I'r rvr

are sufficient funds to pay for all services rendered

as required bY contract?

X ves I I'lo I N¡N Remarks:14. Does the requestor verity the contraclor

all requirements of the :ontract before approving the

final invoice?

'XYes trNo tr N/A Remarks:15. ls the final invoice identiÏled an0 approveo' as

appropriate and fonryarded to Fiscal Management

Section for PaYment?

X Yes trNo ! nln Remarks:16. Are all applicable form secttons ol tne uñr /o

completed?

n Yes INo x N/A Remarks:

X Yes I trlo T N/A Remarks:18. Are all employees aSSOCiated wlth tne managerrrcrrr'

of a contract completing the CHP 78S, Conflict of

lnterest Statement, Employee' form?

X Yes I ¡to tr N/A Remarks:19. Are problems concernlng the contractor s- 
perfårmance fully docu nented in writing and made a

part of the contract manager's contract file?

l-.lYes X tto [l n¡n Remarks:20. Are contract amendment requesl qollal

increased more than 30Vrl-
CHP 680F (Rev 09-08) OPI 010
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tslt-?^i3'îtt5Pãì'ioo**'o 
H r'-rwAY ArRoL 

-
äöMMÄÑõiÑsËÈcro PRoGRAM

rÑspecloN IHEcKLIST
ärlãpt"r 3, Command Procurements

Contracts

dment request

more than one Year?

ration of

tract Request
23. ls a service contr¿

initiated for anv commercial T?"til9]::lt1l"l33 
"o 'i?j:ilüä iili"n ì' 

"'pãðie¿ 
to exieed $4'eee ee in

total cost?

. dnglhe $500
,-q oo con¡erence room rental costs excee

per day limit have-pie-approval from Assistant

bommìssioner, Staff?

X ru¡NXNoI ves
DOJ) and
finqerPrint

x NiAE Yes
r' but not

ls a driver license cne 
^+ âñrêêmF

l;..i$!Ër=*rrorth"r"'o*lgtii*:t:?Tålt';J
iË'|i"i;|ì:äiä#öäiti'ärvá='9:ãif^":'"î,11"'tne uur rLr durvr 

n--t't" tot more than 30 days:
are scheduled to be o

onitoring
d RePair

nance and RePàir

e and RePair
nd RePair

nd RePair
ntenance and RePatr

Conditioning Service

ance and RePair

ior of faeilitY)

I

;ì ular)

t\¡ r

(19)uninterruptiþle PowerS d Repair

CHP 680F (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

õËËnnir¡e ur oF cALIFoRNIA Hlcl-lwAY PATRoL

öóMMÀND tNSPEcrloN PRocRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Remarks:rPrint information- 
forwarded to Contract Servides Unit (CSU)' along

with the contract number for retention after

Commander review?

Í

tr ves INo X Nln

Remarks:
f, Yes ENo x N/A28. ls CSU advised by the commatro LU uËtc-- 

"du"rr. 
informatión discovered is grounds for

cãnceling the contract (i'e , adv.erse driver license

ãnilot cñminal history information is received

iegarOing the contracior or the contractor' s

personnel)?

Remarks
X Yes INo tr nln29. Are all involces' recoros' allu rËrEvq¡rt v

maintained ars after the final payment of

the contract?
Remarks:I Yes XNo tr N/A30 ls a log sheet malntalneo Iol ä urdrv

related to the contract?

X ves !No ¡ N/A
Remarks:

31. ls a computer llle prepareu rur

administered?
o Remarks:

fi ves INo f, N/AÐ. ls a spreadsheet prepareo llsllng irr¡ s^Per

ç Remarks:
X Yes trNo Ivn3¡. ls the notification to tne conlraÇrur uut'-- 

tne start date for services to begin?

t all invnincq
INo tr nln Remarks:

X Yes34. ls thg contractor conrautuu ru ustçr I I r¡t r!- 
h;;; been received in order to oversee the

comoletion of the contract?

Remarks:
X Yes ENo !vn35. Do consultant servlces çulltr clvtr vr \P I 'r

contain detailed p"'fotttn"" criteria and a schedule

il Ë;"ñ;n."i iðcu Vol' l, ch' 3' section 3 02 1)

c-l-Tr / l-^ntrântôr
X Yes INo Xvn Remarks:

- 36. Does the confracl Tlle uulrldrrr tr rç v I e

Evaluation form for consultant contracts?

þCvrvor. l, ch. 3, section 3'02'5)'

^{ }ha RemaÍks:
X Yes

tr Yes

X Yes

XNo tr ru¡n37. Does Contract worK only oegltì irrrer dPl- 
lnrt .ontract? (SCM Voi 1, 

-Ch 
4' Section 4'09)

Qanf

INo Xvn Rernarks:
38. Are the requtrements Tor ('uver rrrrrerrr e"" 

iöì ào1tjór (b) documented and justified for

personal service "*ttå"ttl 
(GC i9130 & SCM Vol l'

Ch. 7, Section 7.05)

final

ENo n ¡l¡n Remarks:
39. Are any contract Davmenls llrduu Pr rvr

approval 
"no "*"ãuiión 

of the contract? (SCM Vol l'

Ch a, Section a.0Ð

CHP 6sOF (Rev 09-oB) OPI 010



STATE OF CALIFORNIA

óÈpnnrvErur oF cALtFoRNIA HIcHWAY PATRoL

COVI¡VINND INSPECTION PROG RAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Page IOTJ

Command:

Chico Area Vallev
Number:
241-05-08

Evaluated bY:

r'-ontain n S Gillinowatef
Date:

1210312008

Assisted bY
Date:

::::::::::::::::::::::::::::::::::::-::::::::::::-::::--: ,=r::---.-:::=;;ì:;:=:::::::::::::.
TNSTRUCTloNS; Answer individual items with "Yes" or"No" answers "'llllÎj]*::iJ,:qiå1åi,ålLt5ï:täiñiilir:3J:il
#:;iåTß11?)';,#"îï'13;:Jåiiå:ff,å,Ji;!:4!:{:tiäãi*:"":y*:l;*::il"i5:ti[: ffi'åî"i1i:ffi11,:"'
:i,'Jffi:fJ::*iiå:::':Ji.i:51;5i#:åh''Ï,:ä:"#Ëå,ìial"ii.'"ï*li*l"ll:nn:i'îli,ïJ,ï'Jï"3J.":Ti?:Î
Êffi:Jil?::,f,:'f:::;ffä3::,ï:1ff :iïi,"Jiï"i i"1ffi1öääi;'-;;;ù'; âction(s) taken rr this rorm is used as a Forrow-up

.:--¿ i+^ñô ^^a¡l ln ha re-insneCted.t,i,il""illlii;:n,?;ñ;"0''""s LJUUU¡r¡srr'L ùrrdrr rrrv'uvv -- - 
'nài"nt 

¡t"" n".

-

Lead lnspector's Sigçature: . ---t ,/

r--.cT }r(^X \iffiffiÞEcnoN
n Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection Ða
ffTTf"
\-/ Y

t Si.Èì K' Date:
1210312008Fol

TI
low-up Required:
yes X No I Follow-uP lnsPection /t \J-\\z)

For applicable policy, referto' HPM 11'2' Chapter 7
\_

X Yes ENo E N/A Remarks:1. Are participants ln tne procuterrlerrt Prut

"át*rnd 
level familiaiwith the related policies and

procedures for Purchasing?

X ves !No E N/A
Remarks:2. Have Approvers/revlewers oÏ pulÇnases rtruur

procurement training?

XNo fl N/A Remarks:! Yes3. Are prohibited items procureo otì uFlr +\)'! rurvrrqr\

Requisitions?

. Supplies for personally - owned equipmeni

. Commodities for Personal use

. Confirming order

. Purchases via the internet

X ves INo n N/A Remarks:4. Are separate cHP 43s' Hurcnase ñeLlu

prepared for commodity items obtainable from

ã¡tfårent suppliers or from different statewide

commoditY contracts?

X ves INo fl vn Remarks:5. ls all required informatlon enÌereo on Ine un
Purchase Requisition?

X ves nNo n N/A Remarks:6. Are the CHP 43, Purcnase KequlsltlurrÞ' I rurrruçr çu

consecutively, starting anew at the beginning of each

fiscal Year (JulY 1)?

I ves I ¡lo x N/A Remarks: None7. Are expedited requests lor Ine Purul l¿rsu ur vuvvù
fonruarded to the Assistant Commissioner' Staff' for

approval?

CHP 68OC (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the

appropriate Division, and/or OPI approvals? I Yes I tlo E nln Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X ves nNo Ivn Remarks:

X Yes nruo fl N/A Remarks:10 Does the CHP 315, Prlce Compartson vvorKsneet,

document at least two price quotations?

I Yes nruo X uln Remarks: None11. Are Limited Competitive Bidding purcnase requesls

that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM

3555?

I Yes nno X ¡r¡n Remarks: None12. Are Limited Competitive Bidding purchase requests

for items that interface with existing departmental

equipment in compliance with SAM 3555 3?

'13. Do Non-Competiiive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective

Action Plan documents?
I ves fNo X N/A Remarks: None

ffimmediately for content and

darnage when delivered? X Yes lNo I nln Remarks:

X Yes lNo n nln Remarks:15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal

Nlirn"g"t"nt Section (FMS), Account Payable Unit,

withinlhree business days of receipt, if all items are

accepted?

16. Are freight andior packing slips attached to the

received copy of the purchase order and sent to

FMS?

X Yes !No n nln Remarks:

@hotocopy of the Purchase order

and any approved freight or packing slips as

acknowledgement that a portion of the order has

, been received?

I Yes !No E ¡vn Remarks:

'18. ls the original "received coþy" retained by the

command for completion and forwarding to the FMS

when the comPlete shiPm@
X Yes Iruo I Nln Remarks:

19. Are Damaqed items delivered by common carrler

act<nowteOged on the freight bill by the carrier's driver

before being accePted?
I Yes INo X ¡¡¡n Remarks: None

CHP 680C (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

@unit(PSU) notified

immediatelv bv telephone, followed in writing either

by , requesting cancellation

of of an item' if it is

de Y requested on a CHP 43

is urchase order has not

yet been PrePared?

Y reviewed and

investigated to ensure tl ¡9!9¡e1ed 
for

,n rnrã".onable length of time. (SAM 8422'0)

ns and Purchase

orders maintained for th er payment?

(SCM Vol. ll, Ch. 11, ToPic 4)

purchase? (SCM Vol ll Ch.2, ToPic 11)

reate a PaPer trail-- 
documenting the basis of the decisions made for the

@evadecomPetitive
biddìng requirements or to circumvent the.

O"p"rtt"tit's d e le g ated p u rch ase- a uthority limits?

(Public Contracts Code Section 1032Ð

CHP 68OC (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEÉARTMENT OF CALIFORNIA HIGI_{WAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

1 0l'¿

:-::--:::::::::--::::::::::::::::::::::::::::::::::::::::::::,::::-:::=---;^ ^*:, --=-:::--::::::::=
tNSrRUcÏoNS: Answer individual items with "Yes" or"No" answers "'lllll:i.l*:,:'-J,:tl31t:1'|.å|tyç.15::"o1iffiijlir::J:il
ffilåTß1?)'i iJ;T""l':*"Ji"i1å:i:,yJi",L::"ï{:!:'1i:iãilli*y*íif;11i:;.5:l;l[:;:"ffiî"äi¡ffill;]""n
3[1[å:ä::'i"'.liiTi:':i"ä[5:;::i#:""i1ïj5':!.äïr'--t1"ii¡::.*::l:l*',:îî:i:l'îJ¡':J'ï'J::"J$,;?TiÊlÎ;
Ê'ffi"Jil?::,f,:'J::jo",Tliffi:f,:llff:i::i""Jå"""'i'ìJffilö'"äi:l{;Ë*i::l*:ySl..'i:[:n'o'' 

is used as a Forrow-up
Furthermore, lne txcepllons uouurllurrt srrdrr rrruruue qru rvrrv'r *- -' -ficient 

items need to be re-lnspected
lnspection, the "Foll --

Captain D. S. Gilli

r oô.t lncñê.1ôr's SiõnatUf€
rYPE OF INSPECTION

tr Division Level X Command Level

I Executive Olfice Level ! Voluntary Self-lnspection

a
L /\-a

?)\ --l---'-

! _-,,

lDate:

'r2ro3t2ooïFollow-up Required:
l_l Yes X tlo

Ll Follow-uP lnspectlon ïi t-^-<-
For applicable policy, refer to: HPM 11'1, Chapter 23

! ves XNo E nlnL Are multiple X Numbers awaroeo Io Ine s¿crrrc

to circumvent the $4,999 contract limit?

X ves nNo E N/A Remarks:2. Does all X Number Ïlle documenlallorI urrirtdrr

STD. 204 PaYee Data Record?

I Yes nNo x N/A Remarks: Contracts are in Place3. Do X Numbers requiring a contracl (l'e'' Jaf llr'urrdr ur

landscaping) have prioiapproval from the Business

Services Section commander?

X Yes trNo E Nin Remarks:4. Are X Number requests maoe prlor Io Ine ui'te

services are Performed?

X Yes [l ¡lo l-l ru¡n Remarks:5. Are X Numbers issued for a one-tlme user

tr Yes XNo tr N/A Remarks:6. Are prohibited services peÍormeo uslng arr^
Number?

I Yes nNo n ¡l¡n Remarks:7. Are X Numbers used for the procuremenl or a

service and not the purchase of a commodity?

E Yes XNo I N/A Remarks:8. Are X Numbers issued lor tetecommunlcarrur
related services Pre-aPProved bY

Telecommunications Section?

X Yes nNo E N/A Remarks: All facilitY related X

numbers are handled bY Facilities

Section regardless of the amount.

9. Do X Numbers used for fac¡lltles relaleo servlucÞ

þuch as roof repair' electrical) costing over $1'000

Èave prior approval from Facilities Sectlon?

I Yes ENo n ru¡n Remarks:10. Do X Numbers issued for lapsed conlracluar

agreements have prior approvai by the appropriate

Assistant Comm issioner?
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STATE OF CALIFORNIA
orÉRRttr¡Err oF cAuFoRNIA Hlcl-twAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Nurnber Program

Page ¿o't ¿

11 Do all X Numbers awarded to a non-small business

vendor contain three price quotations?

12io ail X Numbers awarded to a small business

vendor contain the small business certification from

the Department of General Services (DGS)?

ffientation contain the STD.21
Drug Free workplace certification for X Number

vendors?

14 Do emergency serv'rce X Numbers document and

justify the emergencY?

15 ls the itemized invoice for each X Number servlce

maintained in the command's files?

CHP 680E (Rev 09-08) OPI 010



STATE OF CALIFORNIA

óÈpnnrH¡e¡rtr oF cAuFoRNIA Hlcl¡wAY PATRoL

COIVIUNruD INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
=:=-::::::::::-::---:::::::---- :::::::::--:::::: ::::--:::::::::::-----
=:=-:---
rNSrRucrroNS: rhis document shail be tvped' check appropriate,b"l::-i'.19"^"^:::f 

""ili',:i:Î.?::f#;lïii:i,.=""1"":T;""lt"o*'Hit#i|,,äHjjïffili;i;#t:ñll|"ii"."[ä#" uã;;¡ È;*"'ã to'; 
"ntu' 

tñe next rever or command where the documenl
,-^-+ ;--^,,ofirro nrantices suooestions for statewide

:Hiti:jii"iäXii'e-: [i;;J'iï.l, HHilLii Ji:iffi *i,åi t;;åä;;;r ¡Ãnàvative praciices, sussestions ror sratewide
.^^r ¿^ ^hñ^ôr fin¡rinnc A llHP 51 Memorandum ma'

l#i"iiliiiii:ñiìåiiffiff:1, liì,::;ÏI::illiiJ,::#ãïå; oËî;ã," appea,rìndings A cHP-s1 Memorandum mav be used ir

additional sPace is required

None.

estions for Statewide I

None.

lnspector's Findings:

ln response to a comm-Net Message dated septembe r 22,2008, the Auburn Area conducted a

comprehensive evaluation of the còmmand's procurements to ensure compliance with departmental

policy. No discrepanéies were noted'

The following documents were completed as part of this inspection:

lnsPection Checklist
on Checklist
ist
hecklist
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STATE OF CALIFORNIA

óËÈnnrn¡rr.n oF cALIFoRNIA Hlcl-twAY PATRoL

ööuun¡lD INSP :cTloN PRocRAM
EXCEPTIONS DOCUMENT

Command:
Auburn

Divislon:
Valley

Chapter:
3

tnloecteC OY:

Sãrgeant boug Milliga \, #1 4884
Date:

2113109

Commander's ResPonse.

r's Comments:

N/A

CHP 6804 (Rev O9-oB) OPI 010
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ööMMÁND INSP :crloN PRoGRAM

EXCEPTIONS DOCUMENT

N/A

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGn/VAY PATRoL

GOMMAND INSPECTION PROGRAM
INSPECTI'IÀI -!IECKLIST
Chapter 3, Lu,,. and Procurements
Cal-Card Program

Page
,F<

1of 2

Command:

Auburn
Division:
Valley |jo@u i I

Evaluated by:

Sqt. Milliqan
Date:

2t13t09
Assisted by:

Shellev Dalv
Date:
2h3t0s

INSTRUCTIONS; Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" iection.' Additionally, such
discrepancies and/or defÌciencies shall be documented on an Exceptions Document and addressed to the next level of commanct
I-urthermore,theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-up
lnspection,the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level tr Command Level

! Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signature:

l-ollow-up Required:
[l Yes l_l ruo

l__J Follow-up lnspection ""wu Date:

"/r 
/ar

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 7BS, Conflict of
lnterest Statement, Emplovee, form?

I Yes Iruo n ruln Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

I Yes tr t'lo Irun Remarks:
On file for non state contract vendors

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

X Yes trruo nnn Remarks
On file for non state contract vendors

4. Are California lntegrated Waste Management Board
Form74 documents maintained for each vendor
utilized?

I Yes nruo nva Remarks:
On file for non state contract vendors

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

I Yes fruo f rula Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes !ruo X rutn Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? f ves Xruo Erun Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? I Yes nruo nrun Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes Iruo tr rutn Remarks:

CHP 6800 (Rev 09-08) OPI 010



Page 2 of2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROG RAM
TNSPECT¡ÐN CTJECKLTST
Chapter 3, Command Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly authorized
and maintained? X Yes I ttlo I N/A Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes ! t'lo IruN Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes I t¡o trrun Remarks:

13. Are Cal Cards maintained in a secure area?
X Yes l_] ¡lo l-lrun Remarks:

14. Are Cal Card purchases pre-approved by the
commander? I Yes INo I ru¡n Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes I I'lo tr ¡ln Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? I yes Xruo Ivn Remarks:

CHP 680D (Rev 09-08) OPI 010



STAIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
tNSPEclbt¡ cHEcxl-lsr
Chapter 3, Command Procurements
Contracts

Page 1of 4

uomman0:

Auburn
Division:
Valley

Number:
220

Evaluated by:

Sst. Milliqan
Date:

2t13t2009
Assisted by:

Shellev Dalv
Date:
2113t2009

::::::-:::::::::::::::::::::::_::::_::::::::::___:::::::::::
ll in the blanks as indicated. Any discrepancies with policy,
mmented on via the "Remarks" section. Additionally, such
ocument and addressed to the next level of command.

rrective action(s) taken. lf this form is used as a Follow_up
items need to be re-inspected.

TYPE OF INSPECTION

! Division Level I Command Level

! Executive Office Level I Voluntary Self-lnspection

Lead lnspector's Signalure:

Follow-up Required:
f Yes X t',lo

l_j Follow-up lnspection Date:

) /tt /,t4
For applicable policy, refer to: HPM 1 1.1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all
service contracts which are repetitìve, regardless of
the estimated dollar value?

X Yes Iruo []run Remarks:

2. ls a CHP 78 Contract Request used for one{ime
services exceeding $4,999. gg? I Yes Xruo Drun Remarks:

3. ls the Office of Primary lnterest (Opl) trackrng
numbering beginning with the requesting command
three-digit location code used, followed by "Cp" for
contract pavable listed on the CHP 78?

I yes nruo X ru¡n Remarks:

4. ls the performance of contract services monitored
and documented? X Yes n ¡¡o n rutn

Erun

Remarks:

5. Are all copies of correspondence with the vendor
maintained? X Yes !ruo Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

tr Yes Iruo [run

fl run

Remarks:
No issues requiring documentation
currently.

7. ls the final product to be delívered described
specifically and in as much detail as possible in the
CHP 78?

X Yes Xruo Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HpM 1 

.1.1,

Chapter 22, be'fore forwarding the CHp 78 or CHp
78A?

X yes tr tilo n rurn Remarks:
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Page 2 of 4

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 3, Command Procurements

Contracts

9. Are requests for contract services less than six

months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for

expedited processing?

I Yes nNo X rutn Remarks:

I Yes INo tr n¡n Remarks:10. ls all work completed and accepted by tne
Department before expiration of contract agreement?

f, Yes nNo E N/A Remarks:1 1. Are contract services pertormed accor0lng to Ine

quality, quantity, objectives,limeframes, and in the

manner specified in the contract (e.9., review
progress reports and interim products)?

I Yes INo I ruln Remarks:12. Are invoices for payment revleweo ano approveo to

substantiate expendiiures for work performed and to

prevent penalties being assessed?

fu-Cre contract expenditures monitored to ensure there

are sufficient funds to pay for all services rendered

as required bY contract?
tr Yes tr tlo XruN Remarks:

@ verify the contractor has fulfilled

all requirements of the contract before approving the

final invoice?

X Yes nNo T ru¡N Remarks:

Tdls the fnahnvoice identified and approved, as

appropriate and forwarded to Fiscal Management

Section for PaYment?

X Yes fl No n rurn Remarks:

ilre amø'rca¡le iorm sections of the cHP 78

cornPleted? X Yes n r,¡o E ruln Remarks:

X Yes I Irto I u¡n Remarks:17. Do emergency contracts
sudden, unexPected occ
and imminent danger, re

mitigate the loss or impairment of life, health,
property, or essential public services?

iElnre-all-allemployeesassociatedwiththemanagement
of a contract ðompleting the CHP 78S, Conflict cjf

I nterest Statement, Employee, form?
I Yes !No n nln Remarks:

tg-^,re problems concerning the contractor's
performance fully documeñted in writing and made a

part of the contract manager's contract file?
n Yes ! tlo X ruln Remarks:

ZO. p,re contract amendment request dollar amounts

increased more than 30"1"? |_l Yes l-l l.lo X N/A Remarks:

CHP 68OF (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. ls the Iength of the contract amendment request
more than one Year? I Yes E tlo Xvn Remarks:

22. Are amendments requested before the expiration of
the original contract? n Yes []No X N¡N Remarks:

Zg- ls a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

I Yes E trlo X N/A Remarks:

Z+¡o coniference room rental costs exceeding the $500
per day limit have pre-approvalfrom Assistant
Cornmissioner, Staff?

tr Yes I trlo X ru¡n Remarks:

ZS. nre Cal¡fornia Department of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of

the following tYPes of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

! ves nNo X N/A Remarks:

26 ts a 
-u"fJt"nse-qhgqK 

conducted for, but not

limited O all of the following types of agreements, if

the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days:

(l ) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and RePair
(3) c
i¿l g RePair

isl D ir

(6) E
(7) Fire Ext

ig) Garage nd RePair

isi Graphic ntenance and RePair
(t0) Heating Conditioning Service
(1 1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) P
(15) S RePair

ito) s s (CarPet, not scales)

itz) r lular, saiellite, and regular)

il a) r aintenance and RePair

(19)unintenuptible Power Supply Maintenance and Repair

X Yes nuo X N/A Remarks:

CHP 68OF (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are alldriver license and fingerprint information
fon¡varded to Coniract Services Unit (CSU), along
with the contract number for retention after
Cornmander review?

! ves ! tto X N¡n Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

! Yes Iruo X ruln Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes ! t'lo X N/A Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? n Yes I ¡,lo Xrun Remarks:

31. ls a computer file prepared for all contracts
administered? D Yes tr tto X rutn Remarks:

32. ls a spreadsheet prepared listing all expenditures?
! ves n ¡¡o XNn Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? I Yes tr tlo X ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
cornpletion of the contract?

n Yes nruo X ¡¡In Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for pedormance? (SCM Vol. l, Ch. 3, Section 3.02.1)

I Yes E lr¡o Xrun Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

! Yes nruo X ¡l¡n Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Cn. 4, Section 4.09) I Yes Eruo D N/A Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. l,
Ch. 7, Section 7.05)

! Yes n ¡¡o [run Remarks;

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.
Ch. 4, Section 4.09)

! Yes X tlo ! ¡ln Remarks:

CHP 680F (Rev- 09-08) OPI 010.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CFiECKLIST
Chapter 3, Command procurements

Purchases

S:;iåißt,::äÌ;"îî"î?l *i*ï*,:T:-yltl'I"^.-:: Y^:::l"l'r ornl in the branks as indicated Any discrepancies with poricy,

:Hï:::Ai::*j:j::**"::::::î:ll"1lll:.i:ry"liorp sh li" 
"o'.''."nred 

on via t¡,";nå',iärr,,;'å#;;:"oå;;åijìï;::,j:il
i äil" i""i"Ëi",ä""Jå?iihiFrrf hermnro lho Êwnanti^^^ n^^,,-^-¡ ^L-r :

' 
'jiil:J iT"llJi#0":i'TÊ:fi"* ,0

Shelley Daly

items need to be re-rnspected.

TYPE OF INSPECTION

I Division Level ! Command Level

f] Executive Office Level fi Voluntary Self_lnspection

Lead Inspector's Stgnature:

Follow-up Required:
! Follow-up lnspection

For applicable policy, refer to: HpM 1 1.2, Chapter 7

1. Are participants in the procure@
cornmand levelfamiliar with the related policies and
procedures for purchasing ?

2. Have Approvers/reviewers of purchases received
procurement training?

3. Are prohibited items procuredffi
Req uisitions?

. Supplies for personally - owned equipment. Commodities for personal use

. Confirming order

. Purchases via the internet

4. Are separate CHP 43s, purchase ReqLrrsitrons,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

Remarks:The CHp 31S quotation
worksheet is used to get the lowest
bidder.

5. ls all required information entered on tfie CHp 4S,
Purchase Requisition?

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (Juiy 1)?

7. Are expedited requests for the purcnãseäþoOs
fon¡varded to the Assistant Commissioner, Staff, for

CHP 6B0C (Rev 0948) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements' Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes E tlo [] rutn Remarks:

9. Are the CHP 43, Purchase Requisiiions,
competitively bid? X Yes I tlo T ru¡e Remarks:

10, Does the CHP 3'15, Price Comparison Worksheet,
document at least two price quotations? X Yes ENo n ruln Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

X Yes INo I rutn Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing depaftmental
equipment in compliance with SAM 3555.3?

X Yes ! trlo f ru¡n Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documenis?

X Yes I trto trrun Remarks:

14. Are items checked immediately for content and
damage when delivered? X Yes E tlo I ruln Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes INo I ruln Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes I tlo n ruln Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion-of the order has
been received?

X ves n ¡¡o n ru¡n Remarks:

'18. ls the original "received copy" retained by the
'command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes Eno n rurn Remarks:

'19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
befôre beìng accepted?

X Yes Iruo E ruln Remarks:

CHP 680C (Rev 09'08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command procurements
Purchases

20. is Purchasing s
rmmediately by telephone, tolloweO in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deietion of an item,r:f it is
determined that a commodity requested on a CHp 43
is no longer needed and a púrchase order has not
yet been prepared?

21. Are open purch
investigated to ensure the orders areîot opened for
an unreasonaþte tength of time. (SAlVt g422.O)

22. Are copies of the
orders maintained for three years after payment?
(SCM Vol ll, Ch. 1 t,Topic 4) t-- r

23. Are decisions d
documenting the basis of the decisions made for the
purchase? (SCM Vol lt Ch. 2, Topic .ti)

24. Are purchase orders@
bidding requirements or to circumvent the
O¡qqnrynt s detegated pufchase authority Iimits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
)PECTION CHECKLIST

Chapter 3, Commarid Procurements
X-Number Program

Page 1of 2

Command:

Auburn Area
Division:

Vallev Division
Number:

220
Evaluated by:

M. Ketterer
Date:

10t22t08
Assisied by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, orfill in the blanks as indicated. Any discrepancies with policy,

applicable legal stalues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of cornmand.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "F lnspection" box shall be marked and only deficient ltems need to be re-inspected.

TYPE OF INSPECTION

tr Division Level X Command Level

! Executive Office Level ! Voluntary SelÊlnspection

Lead lnspector's Signature:

Follow-up Reogired:
l-l Yes [ñ ruo

L_l Follow-up lnspection Date: )

t,/ t//r:(
For applicable policy, refer to: HPM 1 '1 .1 , Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? I Yes XNo I N/A Remarks:

2. Does ali X Number file documentation contain the
STD. 204 Payee Data Record? X Yes ! tlo I ru¡N Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

I Yes n ¡¡o X ¡ln Remarks:
Contract services are arranged by
Facilities Seciion.

4. Are X Number requests made prior to the date the
services are performed? X Yes INo tr ¡un Remarks:

Exceptions for evidence towing and
emer0encv reDatrs.

5. Are X Numbers issued for a one-time use?
X Yes |_l tto |_lvn Remarks:

6. Are prohibited services performed using an X
Number? ! Yes XNo Ivn Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? I Yes Iruo I u¡n Remarks:

Only for emergency repairs, prior
approval from division.

L Are X Numbers issued for telecommunications
related services pre-aPProved bY

Telecommunications Section?
! Yes nruo X nln Remaiks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $'1,000
have prior approval from Facilities Section?

I Yes nNo X ¡r¡n Remarks:

10. Do X Numbers issued for lapsed contractual
agreernents have prior approval by the appropriate
Assistant Commissioner?

tr Yes trNo X N/A Remarks:
- None by Area.
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STATE OF CALIFORNIA
DEPARIMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
;PECTION CHECKLIST

Ohapter 3, Commarld Procu¡emenis
X-Number Program

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? X Yes I ¡¡o E ruln Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X ves ! ¡lo f]vn Remarks:

13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

X Yes ENo I ruln Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes trNo Ivn Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? X Yes INo Irun Remarks:
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STATE OF CALIFORNIA

óEpnnrvErur oF oALIFoRNIA HIcHWAY PATRoL

Co¡vluaND lNsPEcrloN PRocRAM
EXCEPTIONS DOCUMENT

Command:

Amador (295)
Division:

ValleV
Chapter:

c
lnspected bY:

Lieutenant B. KYnaston/#1 2996
Date:

1210312008

Page '1 of 3

None.

None.

Inspector's Findi
lntroduction

et 22,2008, the Amador Area conducted a

StoensurecomplianceWithdepartmentalpolicy.

The following documents were completed as part of this inspection:

. ExçePtions Document

.CornmandProcurementsContractslnspectionChecklist

Prior Audits

The rast prior audit of these processes was compreted by Vatey Division on April 24,2000'

CHP 6804 (Rev 09-oB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND TNSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Summary of Findings

There were no discrepancies noted during this audit regarding contract Proced ures.

The Amador Area commander will continue to monitor all Area procurement procedures to ensure

compliance with departmental policies and procedures'

The inspector feels that the aforementioned actions by the Amador Area will ensure the Area remains

fiscally resPonsible.

Command:

Amador (295)
Division:

Vallev
Chapter:

.l

lnspected bY:

Lieutenant B. KYnaston/#1 2996
Date:

1210312008

Page 2 of 3

None.

N/A

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Amador (295)
Division:

Vallev
Chapter:

3
lnspected bY:

Lieutenant B. KYna!þ!#1?999
Date:

12t0312008

Page 3 of 3

w:r, 1210312008

Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Gontracts

Page 1of 4

Command:

Amador Area
Division:

Vallev
Number:

295
Evaluated by:

Lieutenant B. KYnaston/#12996
Date:

1210312008
Assisted by:

OSS I Jennifer Geraurd/#48329
Date:

1210312008

TNSTRUCTTONS: Answer individuat items wirh "Yes'' or "No" answers. or fill in the blanks as indicated'_ lll^*::"pÎi"-l::^y]11,p:.li?'l¡\o I l\uv I lvrru. ^rrrrv\
appticabte lesal statues, or deficiencies noted in the inspections shall b" ":Tla:-d:l"]iji:"::Ti[:'::$"""1,; j?t"l31lÎl1l"'"n
'lt)Pttúoutc 

ruyqr oturuuur !

discrepancies and/or deficienc¡e; shall be documented on an Ex reptions D":yI-".l]"^irTiÎ:::: tÎ,*l:"1"i1",:Î',""j^"?TT?:1;
u lÞu¡ EPo¡ rvreu

Fudhermore, the Exceptions Document shall include any follow-up nd/or corrective action(s) taken. lf this form is used as a Follow-up
-^^^^r^i

inspect¡on,lhe "Follow-up lnspection" box shall be marked and only deftcient ttems need to be re-inspected'

TYPE OF INSPECTION

f Division Level X Command Level

! Executive Office Level ! Voluntary Self-lnspection

! Follow-up lnspection comþ¡ldelsffinature:

,i-.-

Date:

1210312009Follow-up Required:
l-l Yes X tlo

For applicable policy, refer to: HPM 1 1.1, Chapler 22

! Yes INo X nln Remarks:1. ls a CHP 78 Contract Request used to lnlllate all

service contracts which are repetitive' regardless of
the estimated dollar value?

2, ls a CHP 78 Contract Request used for one-time

services exceeding $4,999.99? n Yes I trlo X nln Remarks:

S. ls tfre Office of Primary lnterest (OPl)tracking
numbering beginning with the requesting command

three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 78?

n Yes E tilo X Nln Remarks:

Al the performance of contract services monitored

and documented? ! ves I ¡lo x N/A Remarks:

5f Are-¿il coplés of correspondence with the vendor

maintained? I Yes E tto X uln Remarks:

6. Are letters for contracts documented and maintained

which outline any problems related to substandard or

non-performance of the vendor?
n Yes tr ¡lo Xvn Remarks:

7. ls the final product to be delivered described

specifically and in as much detail as possible in the

CHP 78?

! Yes n ¡¡o X ruin Remarks:

ned,
als
1.1,
P

78A?

n Yes n ¡lo Xvn Remarks:

CHP 680F (Rev. 09-08) OPI 010



Page 2of4

STATE OF CALIFORNIA

ËiÊnnirvrñi oF cALIFoRNIA HIGHWAY PATRoL
"éóMMÀño l¡¡sPEcrloN PRoGRAM

INSPECTION GHECKLIST

Chapter 3, Command Procurements

Contracts

Remarks:
I Yes

I ves

X ves

trNo X N/A

INo Ivn Remarks:
10. ls all work completeo ano acc;eptuu uv tr'

Departrnent before exprration of contract agreement?

.-l in thê
INo E uln Remarks:

11. Are contract servlces pelrLrrrrrEu qvvvrurr

qrãf'tV, quantity, objectives, iimeframes' 
111,'n 

*n"

tunnãt ipecified in the contract (e'g'' revrew

óiãgt"tt reports and tnterim products)?

^rnrrod I

INo fl N/A
Remarks:

X Yes12. Are invoices lor paymerlt luvruvvsu qrru u

substantiate u*p"näit""s for work performed and to

prevent Penalties being assessed?

E Yes

I Yes

INo Xvn Remarks:îa, nre coniract expendltures morlltorEU tu s" 
uì" .r#ùÉnt r,"ot to pay for all services rendered

as required bY contract?

f' rlfillod
INo X nln Remarks:

14. Does the requestor vellry rl lu uur rrr,cvrur I

'- 
ãlir"qrli"mËnts of the cóntract before approving the

final invoice?

^¡
fi ves INo Ivn Remarks:

15. ls the final invo¡ce loenlllleu ¡'r ru dPPr vvv
'" 

tpötãöiitte ànd forwarded to Fiscal Management

Sectlon for PaYment?

I.JD 7Q

! Yes nNo X r.¡ln Remarks:
16. Are all applicaote lorm seorrur
' comPleted?

^^n i' rclifr

I Yes

n Yes

ENo X Nln Remarks:
17 . Do emergency conl[acls uuuurr rer I L sr rv r' 

;;áen, únexþected occ rrrence that poses a clear

ãnãlrn*inunt danger, requiring immediate action to

titigut. the loss oi impaìrment of life' health'

proierty, or essential publrc services-l

he CHP 78S, Conflict of

lnterest Statemeni, EmPloYee' form?

ENo Xvn Remarks:

X Yes

f-l Yes

INo nvn Remarks:
19. Are problems concernlng ll lE uurrrr dutur '

oerforrnance fully docurñented in writing-.and made a

ñ;i;iihe "ontráct 
manager's contract file?

[-l tlo X ruIN
Remarks:æ. Rre contract amendmenl request uurr

increased more !hen-qg%?-
CHP 680F (Rev.09-08) OPI 010



Page 3 of 4

STATE OF CALIFORNIA

ËËËnniru=r.n- oF cALIFoRNIA HIcHWAY PATRoL

äóMMÀño trusPEcrloN PRoGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

endment request

more than one Year?

e exPiration of

the original contract?

ontract Request

initiated for any commercial meeting/conf:l"l:: 
^^ ,,

r""m i"ntaf *f i"f it expected to exceed $4'999'99 in

toial cost?

bommlssioner' Staff?

ding the $500
24. Do conference roc- p;¡;y limit have pl-e-approvalfrom Assistant

IvnlNoX Yes
(DOJ) and

) finqerPrint

checks and driver license ch conducted for all of

the following types ot agreemer rts'of agreements:

nvnENoX Yes
ted for, but not
es of agreements' if

thecontractorand/orspecificallyassigned'p^ersonnel
äiã t"r'"¿rl"d to be on-site for more ihan 30 days:

onitoring
nd RePair

tenance and RePair
ce and RePair
and RePair
lce

ce and RePair
Maintenance and RePair

nd Air Conditioning Service

nance and RePair
rior of facilitY)

RePair
s lCarPei, not scales)
luÈr' satelliie, and regular)

Maintenance and RePair

(1 9)Unintenuptible Power Supply Maintenance and Repair
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STATE OF CALJFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
TNSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 4 of 4

27-Are ail drNrer hcense and fingerprint information
fonvarded to Contract Services Unit (CSU)' along

with the contract number for retention after

Commander review?

X ves ! t¡o E N¡N
Remarks:

X Yes trNo fl N/A Remarks:28. ls CSU advised bythe command to oelermlne lr

adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license

and/or criminal history information is received
regarding the contractor or the contractor' s

personnel)?

! Yes I l.lo X N/A Remarks:29. Are all invoices, records, and relevant documenlarlorì

maintained for three vears after the final payment of

the contract?

I ves E trlo X ruln Remarks:30. ls a log sheet maintained for a dtary oÏ actlvllles

related to the contract?

! ves INo Xvn Remarks:31. ls a computerfile prepared tor all conlracts
administered?

I Yes INo Xvn Remarks:32. ls a spreadsheet prepared listing att expenollures I

n Yes nNo Xvn Remarks:33. ls the notification to the contractor documenleo Tot

the start date for services to begin?

X Yes INo nrun Remarks:34. ls the contractor contacted to determlne lT all lnvorues

have been received in order to oversee the

completion of the contract?

I Yes nruo Xvn Remarks:35. Do consuliant services contracts oÏ Þ1'uuu or more

contain detailed performance criteria and a schedule

for performancei ISCV Vol. l, Ch. 3, Section 3'02'1)

! Yes ENo Xvn Remarks:36. Does the contract file contain the S I D' 4

Evaluation form for consultant contracts?
(SCM Vol. l, Ch. 3, Section 3.02.5)

I Yes nruo X ruln Remarks:37. Does Contract work only begln after approval or rrre- 
final contract? (SCM Vol. 1' Ch' 4, Section 4'09)

E Yes [] tlo XruN Remarks:38. Are the requirements for Governmenr uooe ùectrur I

'19130 (a) or (b) documented and justified for
p"rronàl'service contracts? (GC 19130 & SCM Vol' I

Ch.7 , Section 7'05)

n Yes nNo Xvn Remarks:39. Are any'contract payments made prlor-to tne llnal

upptouâl and execuiion of the contract? (SCM Vol' I'

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 3, Command Procurements

Purchases

Page 1of 3

Command:

Amador Area
Division:

Vallev
Number:

295
Evaluated bY:

Lieutenant B. KYnastonlfl299þ
Date:

1210312008
Assisted bY:

OSS I Jennife"r Gerauld/#499?9 1210312008
teDa

:::::::::::::::-:::::::---::-: .- 
=::TNSTRUCIoNS: Answer individual items with "Yes" or "No" answers, orf ll in thÎbl1t:.,ÎÌ]iql3"^t:1.i1:i::t;'oiÌiÎ:"Tjlî,o:liT'

ffi låft ,l,iiìÌi"îllii, äåi'lJi"ä'åi'nJ,åi'''n.n;..þ:;l:x{!fg"::l*::il"jij:.".T:Ti[:.."1',""i",1?X|L?Íll¡ì'"napplll;dulö luudr ùLdLueùl

discrepancies and/or deficiencies shail ¡e oocumeÃtåJãn un Exceotions o"_:yry.îl ii|^1d,:iîï:: 
tÎrtl^Î"1"sÎlÎ's;""TTÊli;

Êffi"Jili';,iñ,jäij;i'in"J ffi ffii;;ffi;;;;y tolio*-rp nd/or corrective action(s) taken. lrthis rorm is used as a Follow-up
-^^l +^ h^ ra incnontorl

ion, the "F lnspection" box shall n" Ãuix'"0 
"n¿ 

o"ly O"t¡'

-

TYPE OF INSPECTION

! Division Level X Command Level

I Execuiive Office Level ! Voluntary Self-lnspection
Date: ì l

rz /s/osFollow-up Required:
XruoYes I Follow-up lnsPection

For applicable policy, refer to: HPM 1 1.2, Chapter 7

I ves Iruo E ru¡N
Remarks:1. Are participants in the procurement process aI rrìe

command level familiar with the related policies and

procedures for Purchasin g?

I Yes ENo trrun Remarks: Lt. Kynaston received
training in 10/08; OSS I, OA, and AT
received traininq in 11/08.

2. Have Approvers/reviewers o1 purcnases recelveo

procurement training?

I Yes X trto I ¡yn Remarks:3. Are prohibited items procured on uHl'4J' Hurcnascs

Requisitions?

. Supplies for personally - owned equipment

. Commodities for Personal use

. Confirming order

. Purchases via the internet

X ves I t'lo I ruln Remarks:4. Are separate CHP 43s, Purchase Requisittons;
prepared for commodity items obtainable from

different suppliers or from different statewide

commoditY contracts?

X ves Iruo nvn Remarks:5. ls all required information entered on the ÇHP 45'

Purchase Requisition?

X Yes I t¡o nvn Remarks:6. Are the CHP 43, Purchase Requtstttons, numoereo

consecutively, starting anew at the beginning of each

fiscal Year (JulY 1)?

n Yes []ruo Xvn Remarks:7. Are expedited requests for the purchase oÏ gooos

forwarded to the Assistant Commissioner, Staff' for

approval?

CHP 680C (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HJGHWAY PATROL

COMMAND INSPECTION PROGRAM
. INSPECTION CHECKLIST

Chapter 3, Cornmand Procurements
Purchases

B. Do specialized items purchased contain the

appropriate Division, and/or OPI approvals? E Yes I t¡o x N/A Remarks:

9. Are the CHP 43, Purchase Requisitions'
competitivelY bid? X Yes INo I ruln Remarks:

10. Does the CHP 315, Price Comparison Worksheet'
document at least two price quotations? X Yes I t¡o nrun Remarks:

t t. Rre l-¡mited Competitive Bidding purchase requests

that limit or restrict the purchase to one specific

brand or modeljustified and in compliance with SAM

' 
trEE.

! Yes nruo XruN Remarks:

X Yes Iruo X ruln Remarks:12. Are Limited Competitive Bidding purchase requesls

for items that inter-face with existing departmental

equipment in compliance with SAM 3555.3?

'13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective

Action Plan documents?
n Yes Eruo XruN Remarks:

l4ire items checked immediately for content and

damage when delivered? X Yes Eruo n ruln Remarks:

'tS. ls ttre received copy" of the purchase order

approved, dated, and forwarded to the Fiscal

Management Section (FMS), Account Payable Unit,

within three business days of receipt' if all items are

accePted?

X Yes INo I ruln Remarks:

16. Are fre¡ght and/or packing slips attached to the

received copy of the purchase order and sent to

FMS? I

X Yes nruo !vn Remarks:

'17. ls FMS provided a photocopy of the purchase order

and any approved freight or packtng slips as

acknowledgement thai a portion of the order has

been received?

X Yes n ¡¡o I N/A Remarks:

18. ls the original "received copy" retained by the

command for completion and fon¡¡arding to the FMS
r¡rhpn fhe comolete shioment is received?

X Yes nNo nrun Remarks:

19 Are Damaqed items delivered by common carrier

acknowledged on the freight bill by the carrier's driver

before being accePted?

I Yes nruo Xvn Remárks:

CHP 680C (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

óÈpnnl'¡Erur oF cALIFoRNIA HlcHwAY PATRoL-CoumnruD 
lNSPEcrloN PRoGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Remarks: This has never been an

issue in the Amador Area.
ffiunit(Psu) notified

immediatelv bv telephone, followed in writing either

, requesting cancellation
of an item, if it is

Y requesied on a CHP 43

urchase order has not

yet been PrePared?

dicallY reviewed and

investigated to ensure tl t uf9 t91?Pened 
for

un ,nrãusonable length of time' (SAM 8422'0)

itions and Purchase

orders maintained for thr after payment?

(SCM Vol. ll, Ch. 11, ToPic 4)

purchase? (SCM Vol ll Ch. 2, ToPic 11)

fficreateaPaPertrail-- 
dàcumenting the basis of the decisions made for the

comPetitive
ent the

Departme nt's de legated pu rchase- authority limits?

lPublic Contracts Code Section 10329)

CHP 680C (Rev 09-08) OPI 010



STATE OF CALLtrORNIA

óÈpnnrvrNr oF cALIFoRNIA HIcHWAY PATRoL

CouuaND tNSPEcrloN PRoGRAM
INSPECTION CHEC'KLIST

Chapter 3, Command Procurements

X-Number Program

Page 1oÍ2

Command:

Amador
Division:

Vallev
Number:

295
Evaluated bY:

I io,rfananf B Kvnaslonl#12996
Date:

1210312008
Assisted bY:

oSS I Jennifer celqqtdi#491?9-
Date:

1210312008

::::-::::::-- :::
indicated Any discrepancies with policy'

. AdditionallY, such
el of command.
used as a Follow-uP

lnspection,the,.F.'ì''boXShallDemarKeoafluUlllyUË||u|çW

Lead lnspecffiirN
! Division Level E

l-l Executive Office Level t
I Command Level

] VoluntarY Self-lnsPection

commanffiG sjgíature:

/l ,//æ
Date: ; /
tL/t/arFollow-uP Required:

I-l vcq Xl trlo

l-ollow-up lf lspEt,

For applicable PolicY, refer to: IPM 1 1.1, ChaPter 23

ilAre multþle X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit?

STD. 204 PaYee Data Record?

! Yes X t'¡o I Nln Remarks:

I Yes E trlo Ivn Remarks:

ract (i.e., janitorial or 
I

alfrom the Business 
I

services are Performed?

-. :: .. t '

- 6ire proniUited servlces pedormed using an X

Number?

' 
related services pre-approved by

Telecommunications Section?

I Yes !No Evn Remarks:

X Yes I t¡o tr ¡ya Remarks:

X Yes l-l trlo l-l vn Remarks:

I Yes X ¡lo I nln Remarl(s:

I Yes n ¡¡o nvn Remarks:

I Yes INo Xvn Remarks:

X Yes E f.¡o E ¡yn Remarks:

X Yes ENo Iva Remarks:

CHP 680E (Rev 09'O8) OPI 010
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srntË or cALI:oRNtA 
^

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Program

11iorlü l.ltlrtlbers awarded to a non-small business

vendor contain three price quotations? I ves nruo Ivn Remarks:

X Yes I l.lo I ruln Remarks:12. Do all X Numbers awardeo to a small DUs

vendor contain the small business certification from

the Department of General Services (DGS)?

tr Yes XNo Ivn Remarks: Unable to locaie for some
vendors.

13. Does the file documentatlon contaln lne 5lu' z I

Drug Free workplace certific-ation for X Number

vendors?

n Yes Iruo Xvn Remarks:14. Do emergency service X Numbers documenl ano

justifY the emergencY?

X Yes tr t¡o Ivn Remarks:15. ls the itemized invoice for each x NumDer servlce

maintained in the command's files?

CHP 68OE (Rev 09-08) OPI 010



STATE OF CALIFORNJA
DEPARTMENT OF CALIFORNIA HJGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

ULJT- T
Command:

Amador (295\
Division:

Vallev
Chapter:

3
¡nspected by:

Lieutenant B. KvnasTonl#1 2996
Date:

12t03t2008

Page 1 of3

INSTRUCTIONS:Thisdocumentshall betyped. Checkappropriateboxesasnecessary,orfill intheblanksasindicated Enterthechapter
numberoftheinspectionintheChapterlnspectionnumber. Under"Fon¡uardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

tr Corrective Action Plan lncluded

! Appeal lncluded

X Attachments lncluded - lnspection Check Lists

Follow-up Required:

tr Yes X t'lo

Fon¡vard to:
Valley Division

Due Date:

lnspector's Comments Reqarding lnnovative Practices:

None.

Command S for Statewide I m provement:

None.

n 's Findinqs:
lntroduction

ln response to a Comm-Net Message, dated Septembet 22,2008, the Amador Area conducted a

comprehensive evaluation of the Command's procurements to ensure compliance with depaftmental
policy. As part of the evaluation, the inspection team looked at all procurement records for the last 12

months, and specifically ten percent of all Purchase Requisitions (CHP 43) for this time period.
Additionally, this audit looked at records and documentation relative to the Cal-Card Program and the X-
Number Program. This team was comprised of Lt. B. Kynaston (#12996), AmadorArea, and OSS I

Jennifer Geraurd (#A8329), Amador Area. The inspection team began the inspection on December 3,

2008, at 0900 hours, and completed the inspection on the same day.

The fotlowing documents were completed as part of this inspection:

Exceptions Document
Cornrnand Procurements Purchases lnspection Checklist
Cornmand Procurements Cal-Card Program lnspection Checklist
Cornmand Procurements X-Number Program lnspection Checklist

a

a

a

a
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STATE OF CATIFORNIA

,/DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
(tsg+n+¿inN D I NsP EcrloN P RoG RAM

EXCEPTIONS DOCUMENT

Command:

Amador (295)
Division:

Vallev
Chapter:

J

lnspected bY:

Lieutenant B. KYnaston/#1 2996
Date:

1210312008

Page 3 of 3

I Review/Decisio n : Ïh¡s sh?!lþsl!99!!Jev9!p!
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFARNA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Page 1of 2

Command:

Amador
Divìsion:

Vallev
Number:

295
Evaluated by:

Lieutenant B. KYnasto nl#12996
Date:

1210312008
Assisted by:

OSS I Jennifer Geraurd/#48329
Date:

12t0312008

INSTRUCTIoNS: Answer individual items with "yes" or "No" answers, or f ll in the blanks as indicated- Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" sectlon Additionally, such

ãiscrepancieõ and/or deficiencies shall be documented bn an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected'

TYPE OF INSPECTION

I Division Level X Command Level

! Executive Office Level I Voluntary Self-lnspection

Lead lnspect ig n atu re:

Follow-up Required:
X Yes l-l trlo

! Follow-up lnspection Commany'dis Signature:

t/ 'i"t /o/ro
For applicable policy, refer to: HPM 11.2, Chapter 3

1 . Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
lnterest Statement, Employee, form?

fl Yes XNo I Nln Remarks: These were not located at
ihe time of the inspection.

2. Are STD. 21 Drug Free Workplace certifications
maiñtained within the Cal Card command file for
each vendor utilized?

I Yes X t'lo Ivn Remarks: These were not located for
all of the Cal Card vendors.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

I Yes X trto Irun Remarks: These were not located for
all of the Cal Card vendors.

4. Are California lntegrated Waste Management Board

Form 74 documents maintained for each vendor

utilized?
X Yes nruo tr ruln Remarks: When appropriate,

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

X Yes Ino nvn Remarks:

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly
justifled?

! ves INo X ru¡n Remarks:

7. Are purchases split into multiple transactions in order

to circumvent transaction purchase limits? I Yes XNo trvn Remarks:

B, Does the CHP 3'17 Cal Card Log fully describe the
purchase? X ves ENo D rutn Remarks:

9. Are bank statements reconciled with the CHP 317

Cal Card Log and the receipts/invoices? X Yes nruo [] ru¡n Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

@rd Log proPerlY auihorized

and maintained? X Yes n ¡¡o n ruln Remarks:

X Yes INo E n¡n Remarks:11. Are credit invoices/recelpls lor reÏurneo lrerIrs

maintained with the bank statement?

X Yes E ¡¡o I Nln Remarks:12. Do non-itemized purchase recelpts/lnvolces

document the purchase by listing the commodity,

quaniiiy, and unit price of the item(s) purchased on

the bank statement.

I ves ! t'lo Ivn Remarks: All assigned Cal Cards
remain in a locked lock box when nol
beinq utilized.

'l 3. Are Cal Cards maintalned ln a secure area r

X Yes INo nrun Remarks:14. Are Cal Card purchases pre-approveo Dy Irìe

commander?

X ves X t'¡o I Nln Remarks:'1 5. Have all cardholders recelve0 tralnlng on rrre

Department's procurement processes?

! Yes X t¡o ! rurn Remarks:16. Are item(s) purchased w¡th tne ual uaro pronrorteu

by departmental PolicY?
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STATE OF CÉI';IFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:,i" , ,.., 1/\e/¡ I

Command:

ISU
D¡vis¡on:

Vallev
Chapter:

J
lnspected bY:

Linson/Cashdollar
Date:

12t09t08

Page 1 of2

:::::::::L=::J:::::::::=:::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS:Thisdocumenlshall betyped. Checkappropriateboxesasnecessary,orfll intheblanksasindicated Enterthechapter
number of the inspection in the Chapter lnjpection number. Under "Forward to:" enter the next level of command where the document

shall be routed lo and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deflciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

I Corrective Action Plan lncluded

I nppeal lncluded

X Attachments lncluded

Follow-up Required:

Yes X No

Forward to:
Valley Division

Due Date: 12131108

Commander's Signature:

R

Date:

t /zt/er
Chapter,lnSpection:l

*lnspector's Comments Regarding lnnovative Practices:

None.

lntroduction

Pursuant to HPM 22.1, Chapter 1, Valley Division lnvestigative Services Unit conducted a Chapter 3
inspection, Command Procurements. This inspection evaluated the Unit's Purchases, Cal-Gard, X
Number, and Contracts processes utilizing the inspection checklistfound in HPM 22.1,Chapter3,
Annexes A, B, C, and D.

The foltowing documents were completed as part of this inspection:
Exceptions Document
Purchases lnspection Checklist
Cal-Card lnspection Checklist
X Number lnspection Checklist
Contracts lnspection Checklist

Prior Audits

There were no prior audits on file. Additionally, the Oflice Technician does not recall a Chapter 3

inspection for the past five Years.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI_WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

ISU
Division:

Vallev
Chapter:

lnspected bY:

Linson/Cas hdollar
Date:

12109108

Page2 of 2

Summary of Findings

The procurement process used by Valley Division ISU complies with policy and is correctly managed.

The Office Technician has attended training at Valley Division to ensure that the process she uses is

what is required by both policy and Valley Division. Additionally, when the Office Technician has

questions regarding procurement, she consults with Valley Division prior to placing an order.

There were no discrepancies noted.

Reouired Action

Corrective Action PlaniTimeline

I PfOCeSS:. (Apipeats sha'lt be.fîled,within.five (5)'business days of the'compteþ+1ry-P!9linspection). ' ,:' " : i' : ì;:!

Commander's Basis for APPeal:

t /zt /o2
bt /'t
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STATE OF CALIFORNUC

óEpanrvcrvr oF cALIFoRNIA Hlcl-wAY PATRoL

ôorvlmnND lNSPEcrloN PRoc RAM
INSPECTION CHECKLIST
Chapter 3, CommaÊrd Procurements

CaÞCard Program

:- - :::::::::::::::::::::::::-:::- - -

Page 1 o'12

Command:

ISU
Dìvision:

VALLEY
Number:

Evaluated bY:

R. LINSON
Date:

12t0912008
Assisted bY:

K. CASHDOLLAR
Date:

1210912008

=------
tNsrRUcTloNS: Answer individualitems with"Yes"or 'NÎ "f'-y:l'1"'^l'i:[:ii*: Îï:q19":;|.åry.-05:Ï'täffi;ijl[:3J:il
$:'iåii¿'':i]'i''î,Ï,J,i' #i:åä#;äJ';!lï4r:;l:[ily-*ïlï*:i.:å"iåiiå5: 

'fiH';"";'':i",t1Iii.Hl'";]'"n3[oJff:f.i::"i;åiii","J,:J.J"iiäiil:ii"iä,'ìä",å0""""'ä[ Ël::;1"::.*1i-;i i:îåi:iîï:i':Ji.:J'TJ1;",JJ,ï?TTÊlî¿Êiil""?il?:,1;fiffiffi"Jil:ffiö;ffiø';ät"ri"¡-* :91"i:".'1"^*:"^::1",:(P^'îi?1"li[ì"rm 
is used as a Forrow-up

iriilZiiliiïurç 
L^ueP' 

r" box shal oà Ã"ir,Lo and onty dericient items need to

ffispffiñ-
! Division Level E Command Level

l-l Executive Office Level ! Voluntary Self-lnspection
r i=:: ; : l:;;:: Date:

t /zrþ,Follow-up Required: I lJ rottt'rw-uP rrrÞPEUtrurr

Ives ENo I

For applicable policy, refer to: HPM 1 1 '2, Chapter 3

@éo witn the use of the cal-

Card program completing the CHP 7-8S, Conflict of
' E-^l^'raa {nrm?

lX Yes I tlo trvn Remarks:

maintained within the
each vendor utilized?

K Yes tr t¡o I Nln Remarks:

E ves !No fl NiA Remarks:3. Are STD. 204 Payee Data Kecoro ÏOrms malntarrreu

in the Cal Card command file for each vendor

utilized?

I Yes E tlo I N/A Remarks:4. Are California lntegrateo vvasle lvlanage

Form74 documents maintained for each vendor

utilized?

E Yes INo n ruln Remarks:5. lf the vendor is a small þuslness or uvötr ls utlllzuu'

is the certification letter from the Department of

General Services maintalned in the file?

I Yes X tto E NiA Remarks:6. When fair and reasonaþle ls ullllzeo' ls tl

reasonable method documented and properly

justified?

n Yes F l.lo X N/A Remarks:7 . Are purchases sþlit into mulllple lransacl

to ciicumvent transaction purchasê limits?

E Yes E t¡o tr nln Remarks:8. Does the CHP 31/ Ual uaro Log Tully oesurrus I

purchase?

þ Yes INo x N/A Remarks:L Are bank statements reconclleo wlÏn Ine uñr c

Cal Card Log and the receipts/invoices?
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Page 2of2
rATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gbmmahd Procurements
Cal-Card Program

10. ls the CHP 317 Cal Card Log properly author.ized
and maintained? E Yes ! t'¡o n ruln Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement? ffi.Yes [-] l.lq I N/A Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purÒhased on
the bank statement.

I Yes INo E ruln Remarks:

13. Are CalCards maintained in a secure area?
[T[Yes l-] tlo [-l run Remarks:

14. Are Cal Card purchases pre-approved by the
commander? ffi Yes X i.lo n ¡¡¡n Remarks:

15. Have allcardholders recelved training on the
Department's procurement processes? iÑ Yes [ruo n ru¡n Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? ! Yes [X ruo nrun Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Þrograrh

Page 1of 2

Command:

ISU
Division:

VALLEY
Number:

Evaluated by:

R. LINSON
Date:

12t09t2008
Ass¡sted by:

K. CASHDOLLAR
Date:

12t0912008

:::::::=::_._._.-.:::::==:::::::::::::::-:::::::::::::::::::::::::::-::::::::::::::
INSTRUCTIONS: Answer individual items with "yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy'

åpplicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

Jir"r"pun"i"õ and/or defìciencies shall be documented bn an Exceptions Document and addressed to the next level of command'

Frrth"r.or",theExceptionsDocumentshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-up
inspect¡on, the ''Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

-TYPE OF INSPECTION

I Division Level E Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

f(.fu^
Follow-up Required:
[l Yes Fl No

f Follow-up lnspection Comma nde r's-S ig n atu re :

R- rY-^"*^*
Date:

, /r,tLç
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? f Yes E l'¡o fl N/A Remarks:

2. Does all X Number file documentation contain the

STD. 204 Payee Data Record? E Yes fNo I n¡n Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business
Services Section commander?

! Yes trNo E ru¡n Remarks:

4. Are X Number requests made prior to the date the
services are performed? ffi Yes INo fl NiA Remarks:

5. Are X Numbers issued for a one-time use?
lX Yes l-l tto [l ru¡n Remarks:

6. Areþrohibited services performed using an X
Number? f, Yes lR trto n nln Remarks:

T Are X Numbers used for the procurement of a
service and not the purchase of a commodity? E Yes X t'to I ru¡n Remarks:

a Are X Numbers issued for telecommunications
related services Pre-aPProved bY

Telecommunications Section?
X Yes trNo E N/A Remarks:

9. Do X Numbers used for facilities related services

- (such as roof repalr, electrical) costing over $1,000
have prior approval from Facilities Section?

! Yes E l,lo fivn Remarks:

'10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

fl Yes I t'lo E N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number?iograin

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? lK Yes D l.lo Ivn Remarks:

12. Do allX Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

lX Yes I tlo nvn Remarks:

'13. Does the file documentation contain the STD. 21

Drug Free workplace certification for X Number
vendors?

ffi Yes INo nvn Remarks:

14. Do emergency service X Numbers document and
justify the emergency? n Yes INo ffivn Remarks:

'15. ls the itemized invoice for each X Number service
maintained in the command's files? lð Yes ! t¡o fl N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION C+IECKLIST
Chapter 3, Comrnand Procurements
Purchases

Page 1of 3
Gommand:

ISU
Div¡sion:

Vallev
Number:

Evaluated by:

Linson
Date:

12t09t08
Assisted by:

Cashdollar
Date:

12109108

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

appllcable legal statues, ordefìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepanciei and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Documenl shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the ''Follow-up lnspection" box shall be marked and only defcient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level E Command Level

E Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's S¡gnature:

-)rt/l<, /Xtzæa*^-
Follow-up Required:

IYes Eruo tr Follow-up lnspection

ómmander's S¡onatuË:

iZ. i'ú-nn,.,,,-,
Date:

t /z¿ /€9
For applicable policy, refer to: HPM 1 1.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

E ves I tlo n Nln Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? lR Yes I trlo nvn Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

. Supplies for personally - oWned equipment

. Commodities for personal use

. Confirming order

. Purchases via the internet

n Yes ENo L] N/A Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different staiewide
commodity contracts?

ffi Yes n ¡lo I ru¡n Remarks:

5. ls all required information entered on the CHP 43,
Furchase Requisition? S Yes Iruo n ru¡a Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

p ves E trlo f ruln Remarks:

7'. Are expedited requests for the purchase of goods
fonryarded to the Assistant Commissioner, Staff, for
approval?

ffi ves I No. I ruln Remarks: THr<OUGH

cl{ANNéLt
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Page 2 of 3

.STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
TNSPECTION 9HECKLTST
Chapter 3, Command Procurements
Purchases

L Do specialized items purchased contain the
appropriate Division and/or OPI approvals? fl Yes INo tr ru¡n Remarks:

9 Are the CHP 43, Purchase Requisitions,
competitively bid? þ Yes I t¡o I N/A Remarks:

'10 Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? [E Yes trNo r N/A Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or modeljustified and in compliance with SAM
3555?

fl Yes I tlo I ru¡n Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

ffi Yes INo I Nln Remarks:

'13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justificaiion and NCB Corrective
Action Plan documents?

E Yes I l',to E ruln Remarks:

14. Are items checked immediately for content and
damage when delivered? þ ves nruo fl N/A Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and foruvarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are
accepted?

E Yes I l.lo Xvn Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

I Yes Eruo tr N/A Remarks:

17. ls FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

ffi Yes n ¡lo nvn Remarks:

18. ls the original "received copy" retained by the
command for completion and foruvarding to the FMS
when the complete shipment is received?

E Yes n ¡lo E N/A Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accePted?

X Yes Iruo E ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION ÇHECKL!ST
Chapter 3, Command Procurements
Purchases

20. ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

I Yes E tlo E NiA Remarks:

21. Are open purchase orders periodically reviewed and
investlgated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

ñ Yes !No I ruln Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic4)

ffi Yes ENo !vn Remarks:

23. Are decisions documented to create a paper trail
documenting thê basis of the decisions made for the
purchase? (SCM Vol ll Ch. 2, Topic '11)

E Yes !No Ivn Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

E Yes E fllo I ruln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
TNSPECTION CHEÇKLIST
Chapter 3, Command Procurements

Contracts

Page 1of 4

Command:

ISU
Division:
Valley

Number:

Evaluated by:

Linson
Date:

12t091o8
Assisted byj

Cashdollar
Date:
12t09t08

:-:=:-:::::::::::::::: =::::-::::::::::::::::::--::::::::::-::::::::::
INSTRUCTIoNS: Answer individual items with "yes" or "No" answers, or f ll in the blanks as indicated. Any discrepancies with policy,

äppl¡caOle legal statues, or deficiencies noted in the inspections shall be c_ommented on via the "Remarks" section' Additionally, such

i[ii"Ëã.r¡"ð and/or deficiencies shal be documented on an Exceptions Document and addresseg,î,t[:^",{:Y:l:j,":TT3il^... 
^urJv, vuur rv¡--

Èrrtn"rror",theExceptionsDocumentshall includeanyfollow-upand/orcorrectrveaction(s)taken. lfthisformisusedasaFollow-up

, the "F lnspection" box shall be marked and only defìcient ¡tems need to be re-i

-ryPE OF INSPECTION

! Division Level E Command Level

! Executive Office Level ! Voluntary Self-lnspection

Lead lnspector's Signature:

?,Ér-*.-
Follow-up Required:
l-l Yes lÍl trlo

n Follow-up lnspection Commander's Signatu-¡e:

2. /X-o,,o*o,^
Date:

t ./zt /ep
For applicable policy, refer to: HPM '1 1,1, Chapter 22

1. ls a CHP 78 Contract Request used to initiate all

servìce contracts which are repetitive, regardless of

the estimated dollar value?
E Yes trNo I n¡n Remarks:

2. ls a CHP 78 Contract Request used for one-time
services exceeding $4,999.99? ffi Yes n ¡lo tr ru¡n Remarks:

¡. ls tne Office of Primary lnterest (OPl) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for

contract pavable listed on the CHP 78?

K Yes nNo n ruln Remarks:

4. ls the performance of contract services monitored
and documented? ffi Yes nruo nvn Remarks:

S. Rre all copies of correspondence with the vendor
maintained? ffi ves INo I ruln Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or

non-performance of the vendor?
tr Yes X tlo E ru¡n Remarks:

7 ls the final product to be delivered described
specifically and in as much detail as possible in the

CHP 78?
E ves n ¡¡o I ¡un Remarks:

A. nre all required levels of approval/signature obtained,
including the required documentation and approvals
for expedité and emergency contracts per HPM 'l '1.1,

Chapter 22,before fonruarding the CHP 78 or CHP

7BA?

! Yes Ino Evn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

g. Are requests for contract services less than six

months from the anticipated start date of the contraci
pre-approved by Assistant Commissioner' Staff, for
expedited Processing?

I Yes Iruo þvn Remarks:

I Yes INo þvn Remarks:'10. ls all work completed and accepted þy tne
Department before expiration of contract agreement?

ffi Yes nNo tr N/A Remarks:1 1. Are contract services perlormed accorolng lo Ine
quality, quantity, objectives, timeframes, and in the

manner specified in the contract (e.9., review
progress reports and interim products)?

12-Cre nvobes for payment reviewed and approved to

substantiate expenditures for work performed and to

prevent penalties being assessed?
þ Yes I t'¡o Ivn Remarks:

13-qre- contract expenditures monitored to ensure there

are sufficient funds to pay for all services rendered

as required bY contract?
S Yes ENo Ivn Remarks:

@erify the contractor has fulfilled

all requirements of the contract before approving the

final invoice?

M Yes nNo rJ N/A Remarks:

15. ls the final invoice identified and approved, as

appropriate and forwarded to Fiscal Management
Section for PaYment?

I ves nNo tr nln Remarks:

16-Are€il applicable form sections of the CHP 78

completed? I Yes n ¡¡o E nln
UALL6Y Atvßte.

Remarks: ú363 g-:**/ L

tZ, no enn-rgency contracts document and justify a

sudden, unexpected occurrence that poses a clear

and imminent danger, requiring immediate action to

mitigate.the loss or impairment of life, health,
properly, or essential public services?

I Yes !No EruN Remarks:

18-Cre alremployeés associated with the management
of a contract completing the CHP 78S, Conflict of
lnterest Statement, Émployee' form?

fi ves nNo n N/A Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a

parl of the contract manager's contract file?
E Yes I Irto Evn Remarks:

zo. R-re contract amendment request dollar amounts

increased more than 30%? f-l Yes |_.l tlo [Xl Mn Remarks:
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SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 ls the length of the contract amendment request
more than one year? I Yes tr l,¡o Evn Remarks:

22. Are amendments requested before the expiration of
the original contract? ! Yes INo Evn Remarks:

23 ls a service coniract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

E Yes tr trlo E ru¡n Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Comrnissioner, Staff?

tr Yes E l,lo E ¡yn Remarks:

25. Are California Depaftment of Justice (DOJ) and

Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver ltcense checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) ConsultingServices

! Yes tr t¡o BruN Remarks:

26. ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Moniloring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(1 0) Heating, Ventilation, and Air Conditioning Service
(1 1) Laundry/Linen Service
(1 2) Ofiice Machine Ma¡ntenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and RePair
(1 6) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenançe and Repair '

(19)Uninterruptible Power Supply Maintenance and Repair

E Yes n ¡lo Enn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Corhmarid'Procurements
Contracts

27. Are all driver license and fingerprint information
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

I ves INo fl ruin Remarks:

28. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

f Yes X tlo Evn Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

Rl Yes Iruo I N/A Remarks:

30. ls a log sheet maintained for a diary of activities
¡elated to the contract? I Yes FNo I ru¡n Remarks:

3'1 ls a computer file prepared for all contracts
administered? I Yes INo Evn Remarks:

32. ls a spreadsheet prepared Jisting all expenditures?
fl Yes nruo I ru¡n Remarks:

33. ls the notification to the contractor documented for
the start date for services to begin? S ves fruo D ruln Remarks:

34. ls the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

S Yes trNo ! ru¡n Remarks:

35. Do consultant services contracts of $'1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3.02.1)

! Yes tr l,lo Evn Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol l, Ch. 3, Section 3.02.5)

E Yes I l.lo ffivn Remarks:

37. Does Contract work only begin after approval of the
finalcontract? (SCM Vol. 1, Ch. 4, Section 4.09) lFl Yes ! l.lo I ruln Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service confracts? (GC 19130 & SCM Vol. I

Ch. 7, Section 7.05)

I Yes nÑo E N/A Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I

Ch. 4, Section 4.09)
! Yes X trto tr ru¡n Remarks:
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inspecled bY:

Linda Cortez / Tina Roio

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COM MAND. INS PECTION PROGRAM
EXCEPTIONS DOCUMENT
::--:::::--::--:::::-'-.:-:----:::::-::::
lNSrRUCrloNS: rhis document shall be tvped. check appropriate b"""' 1'.11"-"-::3ilfjjlf ii::"?:::'i;"11],i1tåo;å":""T1;":l¡0"'
il-'o::;ï'r'ìÈo'J;',',#;"i;; ö#ffi"r:;*t'";ñoä;.'u;;;;"Forward to " enter rhe next level or command where the document

--a :--^.,^+:.,^ ^rn¡*inac c¡rnnoqfinnq fnr stafewide
:ili'ri :JJ?"iääi i.: äi:';;å'i;i, !:äilii ,n;iffi "ii',J 

to 1""ìÃ"nt innovative practices, sussestions ror statewide
- -r r:-i;-^- 

^ 
f\LlÞ Ãl f\/amnr¡nr{ilm mâr

ffii"üäi:J:ñllåä"r!ii'Ji,l:;. ååÌåffi ;d; pians, ano may be used to appear rindinss A cHP 5'1 Memorandum mav be used ir

additional sPace is required.

Pursuant to HPM 22.1, Chapter 1, Valley Division conducted a chapter 3 inspection' command

procurements. This inspeciion evaruated the area's purchases, cal-card, X Number and contracts

processing utilizing the inspection checklist founding HPM 22'1, Chapter 3' Annexes A'B'C' and D'

The following documents were completed as pad of this inspection:

Exceptions Document
Purchases I nsPection Checklist

Cal-Card lnsPection Checklist
X number lnsPection Checklist
Contracts lnsPection Checklist

Valley Division is in compliance with policy. There weì'e no discrepancies noted'

CHP 6804 (Rev. 09-oB) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COM II,IAND. I NSPECTION P ROG RAM

EXCEPTIONS DOCUMENT

Page 2

Commander's ResPonse:

lnspector's Comments
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Chapter:
'')3

Date:
j/a¿,t 

¿

Cornmand: I Division:

nspected

tar4ez

CHP 680A (Rev-09-08) OPI 010



STATE OF CALIFORNIA

óÈpnnrl¡em oF cALtFoRNIA HIGHWAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Cal-Card Program

Page l of 2

Command:
Vallev

Divis¡on:
ValleV

Number:
201

Evaluated bY:

Linda Cortez, OSSI

Date:

0312012009
Assisted bY:

Date:

:srilro^rs 
;r;il"rduar items with "yes" or "No" answers, or fill in the blanks as indicated Any disciepancies with policy'

^*-^-+Ã¡ ^- 'ir tho "Rem: rks" section. Additionallv, such
ffiiåiß :i)'i #"i""1'ååi::"i1äiJ,äo'i,i?"'ii':*:[iifl"=:l*:l;*'i:ii"".i:ii[:;"""i,""i"'äXiffil'";ì"'
ãHÏ:i:f"l3:ïiiiÏi:'[iåi:ii;:Ï¡ffiä1Hffi"* "i;$'''"r"*1i-*i:î:i:i?ï:î'iJi.:J'ïi:l",jJi,ï?TiÊlî;ÊiË"Jili?::ñ:iÏffii';äffi;i:;iåï#;å; ;Ñ øìiow-"p "no/"'1".'i.""jY'-î:1T(P^'".iî:^'::['nt"'' 

is used as a Forrow-up
t''iËliiillli;trr,c trxL;cPtrurrö uuuurrrsrrr ùrrorr ¡rrvreuv -"J -"-- -' 

cient items need t

ffi
! Division Level D

E Executive Office Level f

Command Level

Voluntary Self-lnsPection

Krl'ï'Tl lobt,qFollow-up Required:
l-l Yes l-l tlo

Ll Follow-uP lnsPecrlorr

For applicable policy, refer to: HPM 11'2, Chapter 3

X Yes INo I Nln Remarks:1. Are all employees assoclateo wlln Ine Llse u¡ tr rË v
Card program completing the CHP 78S, Conflict of

F_^-r^..^^ Í^-ñ'>
lnlergst ùL¿ltel llEllt' ElllPluyes' tv'rr¡ I ..-. ..

X Yes nruo nvn Remarks: See answer to question 152. Are STD. 21 Drug Free Wort<ptace cerllTlcallotrs

maintained within the Cal Card command file for

each vendor utilized?

X ves Iruo T N/A Remarkè: See answer to question 153, Are STD. 204 Payee Data Record lorms malnrarr reu

in the Cal Card command file for each vendor

utilized?

X Yes E ¡lo I nln Remarks: See answer to quest¡on 154. Are California lntegrated Waste Managemenl Þoaru

Form 74 documenis maintained for each vendor

utilized?

X Yes f, l'¡o n ruln Remarks: See answerto question'155. lf the vendor is a small buslness or uvÞtr ls ur'lrr.¿su'

is the certification letter from the Department of

General Services maintained in the file?

X Yes I t'lo D ruin Remarks:6. When fair and reasonable ls ullllzeo' ls'u

reasonable method documented and properly

justified?

E Yes X trlo Ivn Remarks: PreviouslY, the can¡ne
officers did this in error, issue has

been resolved by raising their daily
limits.

7. Are purchases split into mutttpte lransacì

to clrcumvent transaction purchase limits?

X Yes f ¡lo fl N/A Remarks:8. Does the cHP 317 cal card Log Ïully oescrlDe tf rc

purchase?

X Yes ! tlo nvn Remarks:9. Are bank statements reconclleo wlÌn Ine rJñr c I

Cal Card Log and the receipts/invoices?

CHP 6800 (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
orpRRiH¡Evr oF cALtFoRNtA HTGHWAY PATRoL

COMMAND INSPECTION PROGRAM
INSPECTION GHEGKLIST
Chapter 3, Command Procurements

Cal-Card Program

'10. ls the CHP 31 7 Cal Card Log properly authorized
and maintained? X Yes E t¡o n rrln Remarks:

1t - Rre credit invoices/receipts for returned items
maintained with the bank statement? X Yes n ¡lo I nln Remarks:

tZ Oo non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on

the bank statement.

X Yes INo n ntn Remarks:

X Yes lruo l-l vn Remarks:13. Are Cal Cards maintained in a secure area-r

U. nre Cal Card purchases pre-approved by the

commander? X ves n ¡¡o [] ru¡n Remarks:

15. Have allcardholders received training on the

Department's procurement processes? X Yes INo n rurn Remarks: Review training completed
o310212009.

16-qre úem(s)purChased with the Cal Card prohibited

by departmental PolicY? n Yes X trlo n ru¡n Remarks: Previous issues have been
resolved by above answer.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND TNSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 1of 4

Command:
ValleV

Division:
Vallev

Number:
201

Evaluated bY:

Tina Rojo

Daie:

03t2512009
Assisted bY: Date:

tNSTRUCTIoNS: Answer individual items with "Yes" or "No" answers, or fìll in thl blu-lk:.,1t,liqi31tt.1.llli]:::"pii".]Î.:.yjll,o3'i:x
ll\ò ¡ ñLJU I lVl\U. nrrùvvr

applicable lesalstatues, ãr. J"r¡"ù".¡"' nor"¿ ¡n tre inspectrols snal¡-e lil:T:-d:itl"^j::"::: *i['" ;""$'åi",1?Iii].Îll;'""naplJllvdu tv lç9or ùLo tueù,

discrepancies and/or deficiencies shall ¡e oocumentåJon 
"n 

Excentons D9:T:Îl "^i9*:iÎ:::: 
tÎJl^ÎJ'"*ÎlÎlSf""TTÊlî;

Ëiï'#å".ïf,"iiiJo"ì'äl,i ffi,'!;ij¡;ililij; ;y rorro*-rp ndior corrective action(s) taken. lr this rorm is used as a Follow-up
-^^^^+^¡I Ulrrrv¡r¡rvrvi

rn" box shall be mart<-eO and only def¡cient items nee

TYPE OF INSPECTION

! Division Level X Command Level

! Execuiive Office Level I Voluntary Self-lnspection

Lead lnsPector's Signature:

A,a
J/llß-Y{\o
Conrmander's Sighaìure:i\c \È.

Date:

=h,do1
Follow-up Required:
l-l Yes E no

Ll I-ollow-uP lnspecllon

T
For applicable policy, refer to: HPM 1 1.1, Chapter 22

X Yes I t'to X ru¡n Remarks:1. ls a CHP 78 Contract Request used to lnltlate all

service contracts which are repetitive' regardless of

the estimated dollar value?

X Yes n ¡lo nNn Remarks2. ls a CHP 78 Contract Request used Ïor one-Ìlme

services exceeding $4,999.99?

e ts tfre Office of Primary lnterest (OPl) tracking

numbering beginning with the requesting command

three-digi[location code used, followed by "CP" for

contract payable listed on the CHP 78?

X Yes Xruo n ru¡n Remarks:

@f contract services monitored

and documented? X Yes n ¡lo D ruin Remarks:

X Yes E t'lo n ru¡n Remarks:5. Are all copies of correspondence wfin tne venoor
maintained?

@ocumented and maintained

which outline any problems related to substandard or

non-performance of the vendor?
I Yes nruo X N/A Remarks:

Z. ls-tne Rnal product to be delivered described

specifically and in as much detail as possible in the

CHP 78?

X Yes n ¡lo X ¡¡¡n Remarks:

ned
als
1.1,
P

78A?

X Yes E t¡o n ru¡n Remarks:
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Page 2 of 4

STATE OFGALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

g. Are requests for contract services less than six

months from the anticipated start date of the contract

pre-approved by Assistani Commissioner, Staff, for

expedited processing?

! ves I ¡¡o X N/A Remarksi

X Yes ! t'¡o E llln Remarks:10. ls all work completed and accepted Dy lne

Department beiore expiration of contract agreement?

X Yes ENo Irun Remarks:11 . Are cOntract serv dlng Io lrle

quality, quantitY, s' and in the

manner specified review
progress rePorts ?

I Yes I tlo Ivn Remarks:12. Are invoices for payment revleweo ano approveu tu

substantiate expenditures for work performed and to

prevent Penalties being assessed?

I ves E trto n ntn Remarks:13. Are contract expenditures monitoreo to ensure Inerc

are sufficient funds to pay for all services rendered

as required bY contract?

X ves Ino I N/A Remarks:14. Does the requestor verify the contractor nas rullllreo

all requireménts of the côntract before approving the

final invoice?

X Yes E trlo n ruln Remarks:15. ls the final invoice identified and approveo' as

appropriate and forwarded to Fiscal Management

Section for PaYment?

X Yes nruo Ivn Remarks:16. Are all applicable form sections ol tne uñr r Õ

comPleted?

X Yes nruo n ¡yn Remarks:17. Do emergency contracts
sudden, unexPected occ
and imminent danger, re
mitigate the loss or impairment of life, health'

property, or essential public services?

X Yes !No Ivn Remarks:I B. Are all employees assoc¡ated wltn Ine managef f re¡ I

of a contract completing the CHP 78S; Conflict of

lnterest Statement, EmPloYee, form?

X Yes nruo nvn Remarks:ig. Rre problems concerning the contractor s

perfärrnance fully docu rented in writing and made a

part of the contract manageis contract file?

tr Yes l-l No X ¡un RemarKs:20. nre contract amendment request 0ollar amounls

increased more than 30'/"?
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Page 3 of 4

STATE G'F CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21 . ls the length of the contract amendment request
more than one year? E Yes ! l.lo X N/A Remarks:

22. Are arnendments requested before the expiration of
the original contract? ff Yes ! tlo X ru¡n Remarks:

23. ls a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

totalcost?

X Yes !ruo Erun Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes XNo !run Remarks:

25. Are California Department of Justice (DOJ)and
Federal Bureau of lnvestigation (FBl) finqerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) lnstructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services

X Yes !ruo n Nln Remarks:

zô- ls a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Moniioring
(2) Camera Maintenance and RePair
(3) Carpetlnstallation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(B) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services

. (15) Scale Maintenance and RePair
(16) Steam Cleaning Services (Carpet, notscales)
(17) Telephone Services (cellular, satellite' and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes I t'¡o [ ¡ln -Remarks:
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Page 4 of 4

STATE G¡ CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 3, Command Procurements

Contracts

27. Are alldriver license and fingerprint informatlon
fonvarded to Contract Services Unit (CSU), along
with the contract number for retention after
Comrnander revíew?

X Yes ! t¡o fl N/A Remarks:

ZA. ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the coniract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

n Yes INo X ruin Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes !ruo E ru¡n Remarks:

30. ls a log sheet maintained for a diary of activities
related to the contract? X Yes INo nvn Remarks:

31. ls a computer file prepared for all contracts
administered? X Yes ! trlo I nln Remarks:

32. ls a spreadsheet prepared listing all expenditures?
X Yes ! t¡o I ruln Remarks:

33. ls the notification to thê contractor documented for
the start date for services to begin? X Yes I t¡o E ru¡n Remarks:

34. ls the contractor contacted to determine if all invoices
'have been received in order to oversee the
completion of the contract?

X Yes I ¡lo n ru¡n Remarks:

35. Do consultant services contracts of $1,000 or more

contain detailed performance criteria and a schedule
for performance? (SCM Vol. l, Ch. 3, Section 3'02'1)

n Yes n f,¡o X n¡n Remarks:

36. DoeS the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. l,-Ch. 3, Section 3'02.5)

n Yes. nruo X ¡lln Remarks:

37. Does Contract work only begin after approval of the

final contract? (SCM Vol. 1, Ch.4, Section 4-09) 'E ves I ¡lo X ru¡n Remarks:

ga nre tfle requirements for Government Code Section

19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 &SCM Vol' I'
Ch. 7, Section 7.05)

X Yes nruo X ruln Remarks:

39. Are any contract paymenis made prior to the final

approval and execution of the contract? (SCM Vol' I

Ch. 4, Section 4.09)
fl Yes f,ruo Xvn Remarks:
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STATE OlcALlFORfilA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Page 1of 3

Command:

Vallev
Division:
Valley

Number:
201

Evaluated bY:

Tina Roio

Date:
03125t2009

Assisted bY:
Date:

tNSTRUCTloNS: Answer individual items with "Yes" or "No" answers "'!!l1lÎjl*::ï:ql3*1.åll"olJs':'f 
oiliiåijli,::J:il

ffiilåÏ|"',:iÌ,i "|J;Ï:l #lJ[ä'åilå,åi'''n tnã¡nrp""t,o* char. he coÀmenteo on via the "Remarks" sectron Additionarlv' such
ì^¡,¡m¿nr and ar{drcsseri to the next level of command.

ãåïffi:fJ::"j",",iiiïil"'"i;::"iffiiffiä"'"",åiä."àft" ptl1T,?"^:yJ-9*i:îåi:iî:i:i'îJirTJ'"JJTI"J;;;""TTÊii;
Êiï"J,.ili:,1ñ:ii:ffi,;liffi:ff:liJr:iiluiäi";'i"iiåi-,uääã'.ã'-iu"t¡u" action(s) raken rr this rorm is used as a Forrow-up

--+ i+^ñê ^oo¡l +n ho rp-incnarìfcal
lnspection, the "F ü"ì ;il,i"#;;ktJil oïrv Jericient iiems @

Lead lnsPector's Signature:

./)
JnuYu,p

iYpr or tNSPEcrloN

! Division Level X Command Level

|_.l Executive Office Level ! Voluntary Self-lnspection 1

mmander's Siúrature:

ñ\GJL-
Date:

z/¿ç/v\Follow-upRequired: I --'Ü'V;t ' -Û No I 
I Follow-up tnspection

For applicable policy, refer to: HPM 1 1'2, Chapler 7

X Yes I l.lo n ruln Remarks:1. Are participants in the procurement proc

command levelfamiliar with the related policies and

procedures for Purchasing?

X Yes I tto ! ru¡n Remarks:2. Have Approvers/reviewers oÏ purcnases recelveu

procurement training?

n ves XNo ! N/A Remarks:3. Are prohibited items procured on uñH 4J' rurc;rrases

Requisitions?

. Supplies for.personally - owned equipment

. Commodities for Personal use

. Confirming order

. Purchases via the internet

X Yes nNo nrun Remarks:4. Are separate CHP 43s, Purcnase Kequlslllorrs'

prepaied for commodity items obtainable from

bifferent suppliers or from different statewide

commoditY contracts?

X Yes Eruo n ruln Remarks:5. ls all required information entereo on Ine unr +o'

Purchase Requisition?

X Yes ! ¡¡o Evn Remarks:6' Are the CHP 43, Purchase Requtstttons, numoereo

consecutively, starting anew at the beginning of each

fiscal Yea¡ (JulY 1)?

X Yes n ¡lo nvn Remarks:7. Are expedited requests Ïor the purcnase oT goous

fonvarded to the As,sistant Commissioner' Staff' for

approval?
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Page 2 of 3

STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COM MAND INSPECTION PROGR,AM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

B. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes ! ¡lo I rurn Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? X Yes INo I rurn Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations? X Yes nruo n ruln Remarks:

1 1. Are Limited-Competitive Bidding purchase requests
thai limit or restrict the purchase to one specific
brand or modeljustified and in compliance wiih SAM
35s5?

! ves nruo X nrn Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

! Yes Iruo X ¡lia Remarks:

13. Do.Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

I Yes Ewo X Nun Remarks:

t+ nre items checked immediately for content and
damage when delivered? X Yes !ruo ! u¡n Remarks:

15. ls the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,

within three business days of receipt, if all items are
accePted?

X Yes n ¡lo I ru¡n Remarks:

t A me freight andior packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes trruo n ru¡n Remarks:

tZ. ts flrrts.providedã photocopy of the purchase order

and any approved freight or packing slips as

acknowledgement that a portion of the order has
been received?

X Yes trruo n ru¡n Rèmarks:

18. ls the original"received copy" retained by the
cornmand for completion and forwarding to the FMS

when the complete shipment is received?
X Yes Iruo n ru¡n Remarks:

19. Are Damaqed items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?
X Yes n ¡¡o nvn Remarks:
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STATE OF CAITIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

ffiunit(PSU)notified
immediaielv bv telephone' followed in writing either

cancellation
fitis
on a CHP 43
er has not

yet been prepared?

dicallY reviewed and

investigated to ensure tl s are not ope-ned for

un ,nrãusonable length of time, (SAM 8422'0)

@rchase requisitions and purchase

orders maintained for three years after payment?

(SCM Vol. ll, Ch. 1 1, ToPic 4)

ffited to create a PaPertrail
documenting the basis of the decisions made for the

purchase? (SCM Vol ll Ch. 2' Topic 11)

@plit to evade comPetitive

bidding requirements or to circumvent the.

Oepart"ment's delegated pu rchase auth ority limits?

lPubl¡c Contracts Code Section 10329)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Number Program

Page 1of 2

Command:

Vallev
Division:
Valley

Number:
201

Evaluaied bY:

Linda Cortez

Date:
03/2012009

Assisted bY: Date:

INSTRUCTIONS: Answer individual ilems with "yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

äpplicaule legal statues, or deficiencies noted ín the inspections shall be commented on via the "Rernarks" section. Additionally, such

JL?r"pun.i"ã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

f 'tf'"rror", 
the Exceptions Document shall include any follow-up and/or corrective action(s) taken' lf this form is used as a Follow-up

inspection, the "Follow-up lnspection" box shall be mark-ed and only deficient items need to be re-inspected'

-TYPE 

OF INSPECTION

! Division Level X Command Level

n Executive Office Level n Voluntary Self-lnspection

Follow-up Required:
l_l Yes l-l ruo

! Foltow-up lnspection Coñmandels SignaF¡re/

ñ\ (J-iJ^" s /¿ç /ut

For applicable policy, refer to: HPM '1 1 '1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? tr Yes X trlo tr N¡n Remarks:

2. Does all X Number file documentation contain the

STD.204 PaYee Data Record? X Yes ! t'lo I ru¡n Remarks: Prior issues with this have
been resolved thru review of HPM
11.1 CH 23

3. Do X Numbers requiring a contract (i'e., janitorial or

landscaping) have prior approval from the Business

Services Section commander?
X Yes X ¡lo n ru¡n Remarks:

4. Are X Number requests made prior to the date the

seruices are Performed? X Yes nNo I Nin Remarks:

S, nre X Numbers issued for a one-time use?
X Yes l-l t¡o |-lvn Remarks:

O. Rre prohibited services performed using an X
Number? E Yes Xruo ! ¡yn Remarks:

Z. n¡e X l"lumbers used for the procurement of a
service ánd not the purchase of a commodity? X Yes tr t¡o n N¡n Remarks:

& Rre X.Numbers issued for telecommunications
related services Pre-aPProved bY

Telecommunications Section?
X Yes n'llo n r'¡ln Remarks:

L Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

X Yes nruo I rule Remarks;

10. Do X Numbers issued for lapsed contractual

, agreements have prior approval by the appropriate
Assistant Comm issioner?

I ves I ¡lo Xvn Remarks:
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GOM MAÑD INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

X-Nurnber Program

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? I Yes nruo n nln Remarks:

X Yes INo I r¡n Remarks: Prior issues with this have
been resolved thru review of HPM
11.1CH23

12. Do all X Numbers awarded to a small Duslness

vendor contain the.small business certification from

the Department of General Services (DGS)?

X Yes ! ¡lo Ivn Remarks: Prior issues with ihis have
been resolved thru review of HPM
11.1 CH23

13. Does the file documentation contain the 5lu. z1

Drug Free workplace certification for X Number
vendors?

X Yes nruo I ru¡n Remarks:14- Do emergency servlce X Numbers document ano
justify the emergencY?

X Yes ! tlo ! N¡n Remarks:15. ls the itemized invoice for each X Number servlce

maintained in the command's files?
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gommand:

Auburn Area
lJtvtston:

Vallev Division
Number:

220
Evaluatecl Þy:

M. Ketterer
Date:

Oct.23, 2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,
. applicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks' section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of c¡mmand.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspestion, the "Follow-up lnspectíon" box shall be marked and only dellcient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

n Executive Office Level flVoluntary Self-lnspection

Lead lnspectois Signature:

I
Follow-up Required:
l-l Yes X trlo

l-l Follow-up lnspection co^..*,7w ã/<_
For applicable policy, refer to: HPM 1 1.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
lnterest Statement. Emolovee. form?

X Yes nNo nrun Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the CalCard command file for
each vendor utilized?

! Yes X lto fl N/A Remarks:
To be completed forfuture
purchases.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

! Yes X trto nrun Remarks:
To be completed for future
purchases.

4. Are California lntegrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

! Yes Xruo n ru¡n Remarks:
To be completed for future
purchases.

5. lf the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

n Yes Xruo Erun Remarks:
To be completed for future
purchases.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

! Yes !ruo Xrun Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? n yes Xruo nun Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes nruo n ru¡n Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes nruo n uln Remarks:
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COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
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Cal-Card Program

10. ls the CHP 317 CalCard Log properly authorized
and maintained? X Yes fl ruo n ruin Remarks:

11, Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes nruo !run Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement,

X Yes E tto !run Remarks:

13. Are CalCards maintained in a secure area?
X Yes ll ruo rl N/A Remarks:

14. Are Cal Card purchases pre-approved by the
comrnander? I Yes n ¡¡o nrun Remarks:

15. Have all cardholders received training on the
Department's procurement processes? X Yes ! Irto nrun Remarks:

16. Are item(s) purchased with the CalCard prohibited
by departmental policy? n yes Xruo nrun Remarks:

CHP 6800 (Rev 0948) OPI 010



Waste Management Board (CIWMB) form C|WMB74, Recycled-Content
Ceüification. Purchases from OfficeMax containing recycled content will be
captured and reported by OfficeMax directly to the CAL-Card Program Activity
Coordinator in headquarters.

6. FILE DOCUMENTATION.

a. To comply with the Governor's Executive Orders and mandated legislation, the
CAL-Card file must contain the following:

(1) STD. 21, Drug-Free Workplace Ceftification. The supplier must self-
certiñ7 under penalty of perjury and under the laws of the State of California
that the contractor will comply with the requirements of the Drug-Free
Workplace Act of 1990. State agencies are not permitted to conduct business
with contractors who do not provide certification.

(2) STD. 204, Payee Data Record. The properly completed Payee Data
Record will provide, among other data, the supplier's taxpayer identification
number and will be used to determine whether payment(s)to the supplier are
reportable.

(3) California lntegrated Waste Management Board, CIWMB 74, Recycled
Content Certification. Supplier certifies under penalty of perjury the percentage
of the materials, goods and supplies offered meet or exceed the minimum
percentage of recycled materials. Cardholders are authorized to certify the
recycled product content based on prior purchase of the same item, catalog
reference, internet, etc.

(4) California Certified Small, Micro, andior Disabled Veteran-owned
Certification Letter. Upon certification, the DGS provides the supplierwith a
copy of the ceftification letter.

(5) CHP 28, Voluntary Statistical Data. The business owner's submission of
ethnic, race, and gender data to state agencies is strictly voluntary. The
information shall not be collected until after the contract award is made.
Cardholders shall maintain the CHP 28, Voluntary Statistical Data, locally for
future audit review.

(6) Fair and Reasonable Certifìcation. The CHP 317, CAL-Card Log, has
been revised to incorporate the buyer's (cardholder's) certification that the cost
of each acquisition is deemed fair and reasonable. This certification is based
on the buyer's (cardholder's) experience and knowledge of procurement
policies and procedure.
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b. STD. forms 21, Drug-Free Workplace Certification and 204, Payee Data
Record, are valid for three years, and should only be attached to the CAL-Card
statement at the time of the initial contact with a supplier. The CIWMB 74,
Recycled-Content Certification, form should be attached to the CAL-Card statement
for all 11 reportable recycled-content categories. The certification must be attached
to the monthly CAL-Card statement.

c. The revised CHP 317, CAL-Card Log, reflects the required file documentation
and provides instructions for forms completion.

d. The CAL-Card Program Activity Coordinator maintains a database of certified
suppliers whose necessary documentation is already on file. Periodic updates will
be e-mailed to the Approving Official for dissemínation to the Division cardholders.

7. SPECIAL REQUIREMENTS,

a. Special-Funded Commodities. The credit card may not be used for the
purchase of commodities funded with federal grant, asset forfeiture, or any other
reimbursable special-funded source due to the inability to track the expenditure for
reimbursement.

b. General Commodities. Credit cards may be used to buy commodities if any of
the criteria listed below applies. lf so, a written explanation must be included in the
column marked "Description of Purchase" on the CHP 317, CAL-Card Log,
particularly emergency purchases as defined in (2) below.

(1) Commodity is not available through departmental delegation, mandatory
state contract (with the exception of office and janitorial supplies), State Price
Schedules, California Multiple Award Sohedules, Prison lndustry Authority, or
CHP Supply Services Unit (SSU).

(2) Commodity is available through CHP SSU and at least one of the following
situations applies:

(a) ltem is on back order and is urgently needed before projected
available date and is commercially available. A copy of the back order
invoice must be attached to the CHP 317, CAL-Card Log.

(b) An emergency situation exists. "Emergency" is defined as the inability
to continue critical daily operations or when public health, welfare or safety
is threatened. An emergency condition is one which would not have been
avoided by reasonable care and diligence, or one involving an immediate
threat of damage or injury to persons committed to the agency's care, to
employees of the agency, to members of the general public, or to property
for which the agency is responsible.
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Command:

Auburn Area
Division:

Vallev Division
Numþer:

220
Evaluated by:

M. Ketterer
Date:

10122108
Assisted by: Date:

-: 
:::::: ::-:::----

INSTRUCTIONS: Answer individual items with 'Yes" or'No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

ãpplicable legal statues, or deficiencies noted in the inspections shall be commented on via the 'Remarks'section' Additionally, such

Aiscrepancieõ and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

box shall be marked and onlv deficient items need to be

TYPE OF INSPECTION

I Division Level X Command Level

E Executive Office Level n Voluntary Self-lnspection

Lead lnspectot's Signature:

Follow-up
l-l Yes

Reouired:
lK ¡,lo

n Follow-up lnspection Date: , /
,, / tl/c¡p/

For applicable policy, refer to: HPM 1 1.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? n Yes Xruo n ruln Remarks:

2. Does all X Number file documentation contain the
STD.204 Payee Data Record? X Yes nruo nrun Remarks:

3. Do X Numbers reqgiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

fl Yes nNo Xrun Remarks:
Contract services are arranged bY

Facilities Section.

4. Are X Number requests made prior to the date the
services are performed? X Yes nruo nrun Remarks:

Exceptions for evidence towing and
emeroencv reoairs.

5. Are X Numbers issued for a one-time use?
X Yes l trto l-l N/A Remarks:

6. Are prohibited services performed using an X
Number? n Yes X tto nrun Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X ves nNo nrun Remarks:

Only for emergency repairs, Prior
aooroval from division.

L Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

E Yes !ruo X ruln Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

fl Yes n ¡,lo Xrun Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

n Yes nruo X ru¡n Remarks:
None by Area.
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11. Do all X Numbers awarded'to a non-small business
vendor contain three price quotations? fi Yes !No nrun Remarks:

12. Do allX Numbers awardêd to a smallbusiness
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes n ¡lo I N/A Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

I Yes n ¡¡o nun Remarks:

14. Do emergency service X Numbers document and
justify the emergency? X Yes nruo nrun Remarks:

15. ls the itemized invoice for each X Number service
maintained in the command's files? I Yes nno !run Remarks:
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